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MANAGEMENT SERVICES

EXHIBIT S-6.10A(1)

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

CHAPTER 6

p

CHECK LI ST OF | HS TRANSMITTAL NOTI CES

TRANSMITTAL ENTERED TRANSMITTAL ENTERED TRANSMITTAL ENTERED
NUMBER DATE BY NUMBER DATE BY NUMBER DATE BY
Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES

EXHIBIT 5-6, 10A(2)

CHAPTER ' 6
SUPPLY MANAGEMENT ~ CENTRAL _OPERATI ONS
| DEPARTMENT OF

HEALTH, EDUCATION, AND WELF ARE

PROPERTY ACTION REQUEST TO SUPPLY Of FICER

REQUESTING OFFICE S pply Service Center A WIS REQUES

Navajo Area IHS

Gal lup. New MexicQ

[7 4.2-813

(2) ACTION REQUESTED (Check one)

TRANSFER

O tuan N O recuier

[T o1sPOSITION INSTRUCTIONS}

TO BE COMPLETED BY
SUPPLY PERSONNEL

ITEM NO. OR QUAN- CONDI- EST. UNIT Tor AL | ACTIC
STOCK NO. DESCRIPTION viey | YNT | vion | UNIT | cost | tost | cool
Y éavattable) CosT i
AP Y 5) {6) “n ® (C)] (10) | *(1n).
00893.1 Bacittacin Ointment 50 BX 6.36 318.0d
1/2 0z Tube, 12/BX
01184.3 Sulfisoxazole, Susp. 157 BT 1.29 {202.53
Code II3AH
Credit General Ledger
Account 125.1 5520.53
(12) eXPLANATION OF ACTION REQUESTED:
Transfer of Supplies to: Phoenix Indian Medical Center

Phoenix, Arizona

(I3} sIGNATURE OF INTTIATOR

/s/ Joe Overs tocked

(14) SIGNATURE DF WECTEIVING VEEITIAL

t13) CUSTODIAL FILE UPDATED
INITIALS OF ACCOUNTABLE OFFICER =« DATE

(16) CUSTODIAL FILE UPDATED
INITIALS OF ACCOUNTABLE OFFICER = BATE

(17) SIGNATURE OF ACCOUNTABLE OFFICER

(18)

OATE

4-2-83

(19) PROPERTY VOUCHES

83-04-0081

‘COLUMN 7 & 11, SEE REVERSE SIDE OF FORM.



MANAGEMENT SERVICES  (PART §)

EXHIBIT 5-6 10a(3)
CHAPTER - 6

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

DEPARTMENT OF
HEALTH, EDUCATION, AND WELF ARE

PROPERTY ACTION REQUEST TO SUPPLY OFFICER

L
(1) REQUESTING OFFICE CATE OF THIS REQUEST

4-15-83

Phoenix Indian Medical Center
Phoenix, Arizona

(2) ACTION REQUESTEDR (Check one)

) TO 8E COMPLETED 8"
[ TRANSFER O turRN IN O receier [ oisposition INSTRUCTIONS SUPPLY PERSONNEL
e e
';f:CEONgR CESCAIPTION Quan- | | COND ::JT UNIT | reTaL }acTi
(11 avellable) TITY Tion | UNIT | cosT | cosT | cot
3 () 5 (6) “n " 9 aey | ear
02402.3 Bacitracin Ointment 600 TU .53|318.04
1/2 0z
02920.3 Sulfisoxarole, Susp 157 | 8T 1.27]'02.53

Code "2 4"

Debit General ‘Ledger Account
125.1 5520.53

i12) EXPLANATION OF ACTION REQUESTED:

Receipt of Suppl ied from: Supply Service Center

Mavajo Area | HS
Gal Yup, New Mexico

(13) SIGNATURE OF INITIATOR

(14) SIGNATURE OF RECEIVING OFFICIAL

/s/ 3 o e Unde rs tocked

(13) cysTODIAL FILE UPDATED
INITIALS OF ACCOUNTABLE QOFFICER = COATE

(16) CuSTODIAL FILE UPDATED
INITIALS OF ACCOUNTABLE OFFICER « DATE

17) $1GNATURE OF ACCOUNTABLE OFFICER

*
COLUMN 7 & 11, 3¢ o0y
, FYERSE 51D

™
)0
-
e
Jo

uu.ann: i

3

(QA_IN-RAN

(18) pare (19) PROPERTY VOUCHER

83-04~0350

L=15=83

TN 86.4



MANAGEMENT SERVI CES |

EXHI BI T 5-6.10A(4)

CHAPTER ©

SUPPLY MANAGEMENT - CENTRAL COPERATI ONS

OMS Approvat DEPARTMENT OF JUSTICE / ORUG ENFORCEMENT ADMINISTRATION l PACKAGE No.
No. 43-MOS4S REGISTRANTS INVENTORY Of DRUGS SURRENDERED |

The following schedule is an inventory of controlied substances which is hereby surrendered to you

for prop disposition. .

FROM: (Include Name, Street, City, State end ZIP Code in spece provided delow).

r 1

L | _

NOTE: Pegistrants witt #itl in Columns 1. 2. 6. end 4 Only.

Signature of applicant or oumorlhq opint

Reglrtrant’s DEA Number

Regietrant’s Telephone Number

o
o
Numser | grema. |08 FOR DRA USE ONLY
NAMEOFDRUGOR® 1 bbiris bt Lo | aneu gt |“eon
Tt | mosn | orsrosition QUANTITY
Unit) GMS. | Ma8.
¢ ] 3 [} [ [ 7

10

1

12

13

14

1§

16

OEA For
{Mar. 10800 — 41

Previous adition mey be ueed.

® So¢ instructions on reverse side.

['ndi an Heal th Manual (g-30-86)

TN 86. 4



MANAGEMENT SERVICES . EXHIBIT 5-6.10A(5)
CHAPTER ©
SUPPLY NMANAGEMENT - CENTRAL OPERATI ONS
VOUCHER NUMBER CONTROL SHEET
STATION MONTH
Voucher Number __ thru
VOUCHER | DATE =VOI.IQ-[ER DATE VOUCHER | DATE VOUCHER | DATE VOUCHER |DATE
NUMBER | REC'D | NUMBER [ REC'D | NUMBER | REC'D | NOMBER | REC D |NUMBER |REC'D
01 21 41 61 81
02 22 . 42 62 82
03 23 43 63 83
04 24 44 64 84
0s 2s 4s 65 85
06 26 ‘ 46 66 86
07 27 47 67 87
08 28 48 68 88
09 29 49 69 89
10 30 | S0 70 90
11 31 51 71 91
12 32 52 72 92
1 3 33 53 73 93
14 34 54 74 94
1s 3s || ss 7s 9s
16 36 56 76 96
17 37 57 77 97
18 38 58 78 98
19 39 | 59 79 99
20 40 60 80 100 |
Indian Health Manual (g-30-86) TN ©b. 4
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MANAGEMENT _SERVI CES EXH BI T 5-6.10(7)

CHAPTER 6
SUPPLY MANAGEMENT -~ CENTRAL OPERATI ONS
INVENTORY RBCOWWT L ISTING DATE PAGE
AREA:
STAT: CATEGORY:
1 NDEX U FIRST RECOUNT
sLe NUMBER DESCRIPT/ION | COUNT  QUANTITY
X XXX X XK XX XXX
X , —-—X
B 237.2 GRAPEFRUI T SECTION LIGHT CN 5

SYRUP PACK No 303

REBCOUNTERS!
SIGNATURE[TITLE DATE:

S1GNATURE[TITLE DATE:

(oNE 1TEM PER PAGE)

I'ndian Heal th Manual (g-30-86) TN 86.4



MANAGEMENT SERVI CES (PART 5) EXH BIT 5~6.10(8)—

CHAPTER 6 ,
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

|

INITIAL LISTING OF INVENTORY dymces/su;on'mses DATE PAGE
?,fﬁf :Accouw': ' : INV DATE:
INDEX ' U  UNIT RECORD INV
S5LC  NUMBER DESCRIPTION . ! CoST QTY oTY
X XXX % v X XX XURK XK KKK XRRRAX
X ~
XX OTY: KOMXK VAL XXXXXX. XX
B 124.4 SHORTEN NG COMPOUND GENERAL LB T 20 60
PURPOSE VEGETABLE 3 LB CAN
OVER OTY: 40 VAL: 29.60
B | 40. 6 SUCAR REFINED BEET OR CANE L8 .30 #00 o

WHITE GRANULATED 50 LB SACK

SHORT QTY: 396 VAL: 118.80

v ) . (WDEX NUMBER
SEOUENCE: AREA; STATION; ACCOUNT cobe; IV

'ndran Heal Th Manual (g-30-86) TN 86.4



MANAGEMENT  SERVI CES

PPTER 6 ExXH-BH-5-6.10(9)—
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

r .

]
1.
| I
!

| HVENTORY ADJUSTMENT DOCUMENT DATE : pPAGE
AREA:, ‘ : 1] ‘
S5TAT:. X L !|! . Fl—, ACCOON i2 ! 1RV, DATE
VOUCHER  Na: xx-xx-;o&xad | n
Te . INBEX . L. .. v NI T OVERAGE SHORTAGE
NO. NUMBER DESCRIPTION ! cosT QTY VALUE PTY . VALUE
XXX 50004 X X . s XX KK XK KOO KINK KX XIHKXK 3O XX
- ! .
| 4.3 CARROTS STRAINEDBAB: s 6:55 = 2 11.10 .
2 25.L BEAN SPROUTS WATER P cN  1.93 | £ | 9.65
3  291.7 BEANS wHITE DRY 25 L LB -39 24 9. 36
4 7091.2 FORMULA MILK FREE  CS  3.60 a5 90.00

TOTALS: OVERAGES: NO. LI XXxXX VALI 200MX.XX
SHORTAGES: NO LI R00XX VALL X000 XX

SEQUENCE. AREA; STATION; account CODE; INDEX NUMBER

S TN 86.4



MANAGEMENT  SERVI CES . EXHI Bl T 5-6.10(10)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

R

INVENTORY FACT SHEET DATE
AREA" .

TAT: R I
P -

INY DATE!

ﬁccoo«h':: x' . ;
INVENTORY: NO. KLI: XXXX | VAL: Y, 500K, XX
|

RECOUNTS © NO. LI XXX

XX X
INITIAL: |
OVERAGES: NO. LI: XXRAXX | VALD XXX, XXX. XX
. % X %X - X
SHORTAGE: NO. LI: XOUXX VAL XXX, Y. %X
% XX : XX . ¥
FinAL
OVERAGES: NO. LI XXX VAL: XXX, XX.XX
‘ % XXX »X X
SHORTAGE: NO. LI: yX00XK VAL XXX, XXX XX
ACCOUNT . X
"TOTALS

'Indian Health' Manual (9-30-86) TN 86.4



MANAGEMENT SERVI CES

EXHI Bl T 5-6.10A(11)

CHAPTER ©

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

DEPARTMENT O F
HEALTH AND HUMAN SERVICES

REQUEST FOR PROPERTY ACTION

(Date)

(4) DATE OF REQUEST

(1) REQUESTING OFFICE, ROOM NUMBER & TELEPHONE NUMBER

(Your Location)

{2) CUSTODIAL LOCATION

(3) CAN. NO. & ADMIN. CODE

(5) ACTION REQUESTED (turn in, receipt, transfer, disposition instructions) EXPLAIN IN DETAIL.
(Return of Overstocked/Unrequired Supplies to Supply Service Center.)
(State Brief Reason(s) for return.)

SERIAL NO. ‘
OR DESCRIPTION AND STOCK NUMBER %."f.ﬁ‘f," UNIT C%"éﬁ" !gg. "COJQL
DECAL NO. v
(6) n (8) 9 (10) (11 (12)
(I'ndex No.) (Catal og Description of Item Qty) | (ssC
uni t
of
ssue)
Sub- Sub Acti vity- Code:
CAN:
User Code:
Station Code:
(The above accounting data must be
i ncl uded.)
(13) SIGNATURE 0 NITIATOR DATE {16) CUSTODIAL F | E UPDATED DATE
(S| gnat ure Of Serv| ce Unl t INITIALS OF ACCOUNTABLE OFFICER
Property & Supply Oficer)
‘*4) SIGNATURE OF RECEIVING OFFICIAL DATE (17) CUSTODIAL FILE UPDATED DATE
INITIALS OF ACCOUNTABLEOFFICER
{16) SIGNATURE OF ACCOUNTABLE OFFICER DATE (18) VOUCHER NO.
I ndian Health Manual (9-30-86) TN 86.4




INSTRUCTIONS FOR COMPLETING HHS-22

Block #

1. Identify your organization by name, location by room number, and your telephone number.

2.:Your custodial area/location code.

3. Your common accounting number and your administrative code..

4. Date of your request.

5. Specify what you want to have done:

6. Serial number or local decal number. If neither leave blank. DO NOT COMBINE MACHINES AND FURNITURE.”

7. Complete nomenclature of the item(s) stock number, model number, etc. It is necessary to adequately describe the items

to insure identification.
8. Number of units.
9. Unit of issue: each, set, pkg., etc.
10. Condition code. See below.
11 and 12. From the file of best estimate. Accountable officer should verify.
13. Print/type name of Custodial Officer. Sign and date.
14. To be completed by individual receiving property, Print/type name, sign and date.
15. Signature of Accountable Officer or authorized representative.
16 and 17; To be initialed by the Accountable Officer when action has been posted to appropriate account.

18. To be assigned by the Accountable Officer.
- - - e m - - - - - - - - - - - - - - - - -

- G A - e W - W s e W o ot fmm bt e e e mia . = e —

Condition Codes (Column 10)

Disposal condition

Brief definition Expanded definition
code

1 Unused-good . . . ... ......... Unused property that is usable without repairs and identical or
interchangeable with new items from normal supply sources.

2 Unused-fair . . ... ........... Unused property that is usable without repairs, but is deterio-
rated or damaged to the extent that utility is somewhat
impaired.

3 Unused-poor . . . . ... ........ Unused property that is usable without repairs, but is consider-
ably deteriorated or damaged. Enough utility remains to clas-
sify the property better than salvage.

4 Used-good . ... ............ Used property that is usable without repairs and most of its
useful life remains.

5 Used-fair . . . ... ... ... ..... Used property thet is usable without repairs, but is somewhat
worn or deteriorated and may soon require repairs.

6 Used-poor . . . ... ... ....... Used property that may be used without repairs, but is consider-
ably worn or deteriorated to the degree that remaining utility
is limited or major repairs will soon be required.

7 Repairs required-good . . . . .. , . . . Required repairs are minor and should not exceed 15 percent of
original acquisition cost.

8 Repairs required-fair . ., . ... ... Required repairs are considerable and are estimated to range
from 16 percent to 40 percent of original acquisition cost.

9 Repairs required-poor .......... Required repairs are major because property is badly damaged,

worn, or deteriorated, and are estimated to range from 41 per-
cent to 65 percent of original acquisition cost.

X Salvage . ... ............... Property.has some value in excess of its basic material content,
but repair or rehebilitetion to use for the originally intended
purpose is clearly impractical. Repair for any use would exceed
65 percent of the original acquisition cost.

S Scrap ... Material that has no value except for its basic material content.
Distribution
Original and 2 — To Accountable Officer
1 Copy - To Receiving Office
1 Copy — Hold

GPO 208-808



MANAGEMENT SERV | CES EXHIBIT 5-6,10A( 14)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

PROPERTY VOUCHER REGISTER 81 | oa
BTATION NAME AND ADDRESS . STATION €00} ACCTE. PT, “JI
PHS Jndian Hospital - Crownpoint, N. M. 08 54
VOUCHER CATE Tyeg NUMBER
N'::;‘!: OAY | YR, REFERENCE OATA . VOUOC'NQR l‘l’ol.;'l vatue
0001 04 | 81 | P0-392 VA 1st Partial SR ¢ 112.36
" i " Dl 2 33.75
0002 04 | 81 ] P0-233 Am. Hospital Final ' SR 2 72.20
. S . o) 2 25.30
0003 041 81 1 Reqg. 1-33, Nyrsing 7-West S K}
0004 04181] 18 = 124 Dietary sl 86
0005 0581 ) Inv. Adj. - Debit ' Ad3 2 16.50
0006 05 | 81] Cash Purchase - Maint. ) 2 38.38
0007 05 | 81] FS-296-0356 01 1 20.00
0008 051811 P0-392 VA 2nd Partial SR 2 72.00
0009  |06(81f16 « 5 Pharmacy L st | 148
0010 - lo06]8)] bonation from State B SR 4 301.50
0011 o7 181l sF-a4 & spa20gs2, Maint. | DI 1 62.09-
0012 07 | 81| Req 1-27 OR s1 14
0013 07181118 = 6 Nursing 2-E _S] a5
0014 07| 811 PO-755-Hyughes Meat Co. Final D1 5 504.90
0015 10 | 811 Transfer in of Sypplies SR 3 57.90
0016 11181 ] Excess Order 1-43 Final ) 4 114.00
0017 11 1 81§ Return to Stock - Nursing .81 1 23.00
0018 11 1 811 IR # 7 OR _ 81 38
0019 111 81} Return to Vendor - Recall Adj 1
| |

HSA-31
6-76 Indian Health Manual (g-30-86) TN 86. 4



MANAGEMENT SERVI CES ) EXH BI T 5-6. 10A(1 5)
CHAPTER™0
SUPPLY MANAGENENT - CENTRAL GPERATI ONS

UNI TED STATES GOVERNMENT

m e mo r a n d u m

P

SWBIECT:  Acceptance/ Transfer of Custody of Controlled Substances

10 Director Supply Service Center .
Area Indian Health Service

[ . of this

. (nane) . . (triTe :
facility, attest that the physical |nvéntpry)and the perpetual inventory
records of Controlled Substances carried in the stores stock inventory
systemare in balance, and that the perpetual |nventorY records are a
true and accurate record of activities for the Controlled Substances. A
transfer of the Controlled Substances inventory is made as of this date

to
Cnane)
(STgnature and date)
ACCEPTANCE _
Tcertify that | have received from the
nane
quantities of Controlled Stubstances Histéd.in the perpetual inventory
records as of this date. | accept responsibility for the custody of

these items, as well as for stocking and issuing, in accordance with
published procedures and regulations.

(STgnature and date)

Indian Heal th vanual (g- 30-86) TN 86.4



MANAGEMENBSERVI CES' - EXH Bl T5-6.10A(16)
CHAPTERG
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS
PERPETUAL INVENTORY RECORD OF CONTROLLED DRUGS

! QTY QTY | or "VOUGHER | R CLINIC | POSTED } BALANCE
DATE| RECD| 1Ss'D | NMBER | RECEIVING | BY | OH HAND
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | || |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
BALANCE CARRI ED FORWARD |
NA'E OF DRIG
STRENGTH INT OF ISSUE | NDEX NUVBER

Tndian Health Manual (3-30-%56) ' ™ 66.4°



MANAGEMENT SERVICES - EXHIBIT 5-6.10A(16)
SUPPLY MANAGEMENI' CENT'RAL OPERATIONS

. INSIRUCTIONS FOR COMPLETING
PERPETUAL INVENTORY RECORD OF CONTROLLED DRUGS

1. DATE: Enter the date the item is received or issued.

2. QTY RECD: Enter the quantity received. Be sure the quantity posted agrees
with the SSC Unit of Issue.

3. TY ISS'D: Enter the quantity issued. Be sure the quantity posted agrees
Unit of Issue.

4. P.O.NO. OR VOUCHER NUMBER: On items purchased, enter the purchase order
number. On stock I1ssues and other actions, enter the document voucher number.

5. HOSPITAL OR CLINIC RECEIVING: Enter the name of the Hospital or Clinic that
the Issue Is to.

6. POSTED BY: The person posting the entry is to initial this block.

7.  BALANCE ON HAND: Enter the current %ar_ltit on hand after each posting. The
Balance on Hand should agree with the physical quantity on hand.

The above postings are to be made as each receipt/issue is made.
OTHER BLOCKS: Self explanatory.

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(18)

CHAPTERD
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

'STATION MASTER RECORD CODE SHEET

TRANSACTION CODE: 5

AREA CODE:

STATION CODE:

DATE:FY C M - -

I NDEX  NUMBER

STORAGE LOCATION CODE: -

REVIEW POINT QUANTITY:

UNIT COST: -

EOQ TYPE CODE: - ,

CODE C MONTHS MOD:

. CODE B QTY MOD: - -

. CODE D, Y, Q, ACTION MOS MOD: I-QTR- 2-QTR- 3-QT'R 4-QTR -
. ORDER NUMBER: _

. VENDORNAME: _  _  _ _ _ _ _ - - - - . .
SOURCE CODE: -

LEAD TIME MONIHS: _.-

. SOURCE UNIT OF ISSUE:

. STANDARD PACK QUANTITY:

© © N o g ~ W DnhpoE

e e T S e S S = S S T
o N o oA W N P O
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(18)

CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

10.

11.

12.

o o or oW N

INSTRUCIIONS FOR COMPLETING STATION MASTER RECORD CODE SHEET

TRANSACTION CODE : ENTER 5A TO ADD A NEW STATION MASTER. ENTER SC TO
CHANGE DATA ON AN EXISTING STATION MASTER RECORD. ENTER SD TO DELETE
AN EXISTING STATION MASTER RECORD.

AREA CODE: ENTER YOUR AREA CODE,

STATION CODE: ENTER YOUR STATION CODE.

DATE: ENTER FISCAL YEAR AND CALENDAR MONTH.

INDEX NUMBER: ENTER THE INDEX NUMBER ASSIGNED TO THE ITEM.

STORAGE LOCATION CODE: SA TRANSACTION - ENTER THE CODE THAT IDENTIFIES
THE STORAGE LOCATION OF THE ITEM WITHIN THE WAREHOUSE.  SC TRANSACTION

- ENTER CCODE OR LEAVE BLANK. REFER TO &-6.5, LOOK-111" TABLE NO. 10, FOR
ACCEPTABLE CODES.

. REVIEW POINT QUANTITY: SA TRANSACTION - ENTER THE REVIEW POINT QUANTITY
. SACTION - ENTER THE UPDATED REVIEW POINT QUANTITY

OR LEAVE BLANK. LEAD TIME MONTHS PLUS 1.0 SAFETY STOCK MONTHS TIMES
PROJECTED AVERAGE MONTHLY ISSUE QUANTITY EQUALS REVIEW POINT QUANTITY.

UNIT COST: SA TRANSACTION - ENTER THE UNIT PURCHASE PRICE FOR THE ITEM
THAT AGREES WITH YOUR STATION UNIT OF ISSUE, (DOLLARS AND CENTS). SC
TRANSACTION - ENTER UPDATED UNIT PURCHASE PRICE OR LEAVE BLANK.

EO% TYPE CODE: SA TRANSACTION - ENTER THE EOQ TYPE CODE ASSIGNED TO
RANSACTION - ENTER THE UPDATED EOQ TYPE CODE OR LEAVE
BLANK. REFER TO S-6. 5, LOXK-UP TABLE NO. 6, FOR PROPER CODES.

CODE C MONTHS MODIFIER: IF EOQ TYPE CODE C IS ENTERED IN ITEM 9, THEN
A'MONTHS OF SUPPLY MODIFIER MUST BE ENTERED. THE MONTHS OF SUPPLY
MODIFIER WOULD BE THE NORMAL MONTHS OF LIFE EXPECTANCY LEFT FOR THE
ITEM WHEN RECEIVED. TYPE CODE C SHOULD ONLY BE USED FOR THOSE ITEMS
THAT HAVE AN EXPIRATION DATE OF LESS THAN 12 MONTHS WHEN RECEIVED.

CODE B QUANTITY MODIFIER: |F EQQ TYPE CCDE B |'S ENTERED IN | TEM 9,

UST BE ENTERED. THE QUANTITY MODIFIER IS TO
BE THE MAXIMUM QUANTITY BASED ON YOUR UNIT OF ISSUE THAT STORAGE SPACE
IS AVAILABLE FOR AT ANY POINT IN TIME.

CODE D,% Y ACTION MONTHS MODIFIER: |F EOQ TYPE CODE D, QR Y IS
ACTION MONTH MODIFIER MUST BE

THE ACTION MONTH OR MONTHS MODIFIER WOULD BE THE MONTH OR
MONTHS THAT YOU WANT THE ITEM TO APPEAR ON THE REQUIREMENTS ANALYSIS

Indian Health Service (9-30-86) TN 86.4



MANAGEMENT  SERVI CES EXHBIT 5-6.10A(18)

CHAPTER™®
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

13.

14.

15.

16.

17.

18.

REPORT REGARDLESS OF THE CURRENT STOCK ON HAND. [-QTR - LEAVE BLANK OR
ENTER 1 FOR JANUARY, 2 FOR FEBRUARY, 3 FOR MARCH _ 2-QTR - LEAVE BLANK
CR ENTER 4 FOR APRIL, 5 FOR MAY, 6 FOR JUNE. 3-QTR - LEAVE BLANK R
ENTER 7 FOR JULY, 8 FOR AUGUST, 9 FOR SEPTEMBER. 4 -QIR - ENTER 10 FQOR
OCTOBER, 11 FOR NOVEMBER 12 FCR DECEMBER

ORDER NUMBER:  5A TRANSACTION -ENTER THE VENDOR ORDER NUMBER FOR THE
[TEM. 5C TRANSACTION - LEAVE BLANK OR ENTER CURRENT VENDOR ORDER

IF THE ORDER NUMBER IS A NATIONAL STOCK NUMBER, ENTER THE
COMPLETE NSN  IF THE ORDER NUMBER IS NOT A NSN, PREFIX THE ORDER
NUMBERWITHb “M” IN THE FIRST COLUMN.

VENDOR NAME: 5A TRANSACTION - ENTER THE VENDOR NAME THAT THE ITEM IS
ORDERED PROM  SC TRANSACTION - LEAVE BLANK OR ENTER THE CURRENT VENDOR
NAME.  THE VENDOR NAME SHOULD BE SPELLED AND SPACED THE SAME EACH TIME
AS THE COMPUTER SORTS THE REQUIREMENTS REPORT BY VENDOR NAME.

SOURCE CODE: SA TRANSACTION - ENTER THE APPROPRIATE SOURCE CODE. SC
TRANSACTION - LEAVE BLANK' OR ENTER THE CURRENT SOURCE CODE. REFER TO
5-6.5, LOOK-UP TABLE NO. 5, FOR PROPER SOURCE CODES.

LEAD TIME MONTHS: 5A TRANSACTION - ENTER THE LEAD TIME MONTHS FOR THE

TRANSACTION - LEAVE BLANK OR ENTER THE CORRECT LEAD TIME
MONTHS.  FIRST DIGIT IS A WHOLE MONTH AND THE SECOND DIGIT IS A
FRACTION OF A MONTH AND MUST BE 0 OR 5.

SOURCE UNIT OF ISSUE:  LEAVE BLANK OR ENTER THE VENDOR'S UNIT OF ISSUE
TF DIFFERENT THAN YOUR UNIT OF ISSUE.

STANDARD PACK 8UANTITY: LEAVE BLANK OR ENTER THE STANDARD PACK QUANTITY
THAT THE ITEM COMES IN WHEN YOU WANT THE ISSUE QUANTITY TO BE COMPUTER
ADJUSTED TO STANDARD PACK.

Indian Health Service (9-30-86) TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(19)
CHAPTER™®
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

OUTDATED STORES STOCK DISPOSAL WORKSHEET

WAREHOUSE ACTION: NON-CONTROLLED ITEM CONTROLLED ITEM
INDEX NO. _ Ui DESCRIPTION
REMOVED FROM STOCK: DATE BY STORED
MANUFACTURER PRODUCT NO.
LOT NO. EXP. DATE QUANTITY:
LOT NO. EXP. DATE QUANTITY:

GOOD QUANTITY LEFT IN STOCK
INVENTORY MANAGEMENT ACTION BY.

PREPARE/PROCESS HHS-365:  DATE VOUCHER NO.
PAMIQ MONTHS SUPPLY ON HAND MONTHS SUPPLY DUE IN
DUE INQUANTITY: DATE DUE: P.O. NO.
] EMERGENCY ACTION TAKEN: QTY OF ORD_ERED FOLLOW UP ON DUE IN P.O. _
PROCUREMENT ACTION: BY:
CONTACT VENDOR LETTER TELEPHONE RETURNABLE NON-RETURNABLE
PERSON CONTACTED DATE
EXCHANGE/REPLACE AUTH.NO. DATE Qv
CREDIT AMOUNT APPLY TO

METHOD OF RETURN:
MAMATCED BY/PICKED UP BY DATE

THE ITEM(S) LISTED ON THIS WORKSHEET ARE OUTDATED AND ARE NOT RETURNABLE TO THE VENDOR
FOR EXCHANGE OR CREDIT. APPROVAL FOR DESTRUCTION, SEE VOUCHER NO.

SIGNATURE OF PROCUREMENT AGENT DATE DESTROYED BY DATE
SIGNATURE SUPPLY SVC CTR DIRECTOR DATE WITNESS DATE
WITNESS DATE

WORKSHEET NO,




——HANAGENENT SERVICES  (PART §)

EXHIBIT S-6.10A(2q

_ CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

1.

EOQD TABLE WORK SHEET

- DEVELOPMENT CF QOST RATIO FOR EOQ TABIE.

a. Ordering Costs. For the total inventory items involved, list

the anmual costs (including accounting, App other
applicable costs) for the following elements: S SO and '

(1) Reviewing the item

(2) Preparing and processing the requisition
or purchase request

(3) Selection.of a supplier (includes
preparing and issuing price inquiries and

receiving, tabulating, .and evaluating
quotations). _ _

(4) Preparing and processing the purchase
order :

(5) Preparing and 88ing recei
reports Processing rec ving

(6) Receiving, inspecting, and storing

(7) Posting receipts and stock
@ Preparing and processing payments
(9) Cher Order costs

Total Annual Ordering Costs

b.  Cost for ordering an Item pivide the Total Annual O deri
Costs obtained in | agby the totzﬁ'vﬁur?ber “of t Fres U hese T Cemms

were ordered during the year

Cost for Ordering an Item =

Total Anmual %* Costs _
Oof Times Items were er uring Year
c. eziiéng Costs. For the total inventory items involved, list

the . annual costs (including accounting, ADP, and other
applicable costs) for the following elements:

(1) Taking physical inventory

(2) Preparing and processing invento
adjustments 9 ¥

Thartan nalin manual
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MANAGEMENT SERWCES (PART 5) “EXHIBIT 5-6.10A{20)
CHAPTER. ©

SUPPLY NMANAGEMENT - CENTRAL OPERATI ONS

(3) Prevention of deterioration
(4) Repairing and rewarehousing
(5) Storage space (if applicable)

(6)Interest on average annual
investment (at9.5% per year)

(7) Annual inventory |ossesfor exxcess,
obsol escence, deterioration, |oss,theft,

damage
(8) CQther holding cossts
Total Annual Holding costs

d.  Holding cost per Dollar of inventory. Divide the Total
Annual Ho| d | n (hg cost . - the average dollar
value of |nventory held for theese items during the year and
mul tiply by 100 to express as a percentage.

Holding Cost Per Dollar of Inventory =

TotalAnnual--holding Costs
Average Annual Tnventory DolTar value x100 .

e. cost Ratio. Divide the cost for Ordering an Item
| }% by the building Cost Per Dollar of inventory obtained
| .

n
n
cost Ratio =

Cost for Ordering an Item
FOIdimg a Cost Per Dollar of Tnventory

(9-3-86) TN 86.4



'MANAGEMENT SERVI CES ( PART 5) . EXHI Bl T5-6.10A(2:
CHAPTEK™®
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS
REG STER OF WORKSHEET CONTROL NUMBERS ASSI GNED

AREA: FISCAL YEAR. PAGE NO
— CONTROL  DATE I |
NUMBER | ASSIGNED | REFERENCE DATA | STORED LOCATIO}

Indian Heal th Manual (g- 30- 80) TN 80. 4 .



MANAGEMENT SERVI CES (PART 5) EXHI Bl T 5-6. 10A(22)

CHAPTERD
SUPPLY MANAGEMENT - CENTRAL GPERATI ONS

| NSTRUCTI ONS  FCR COMPLE' LETI NG
AUTHORI ZED STAFFING AND STORAGE SPACE AS COF

1. Enter Area nane.

2. Enter FacilitY.nane. A separate sheet is to be prepared for each

facility/loca

| on.

3. Enter net square feet of covered space and open (outside) space available
for storage of supplies.

of

4. Use a separate line for each enPonee i nvol ved in-stora?e and distribution
P

a.
b.

supplies; mnagement of sup

I €s; purchasing of supplies.

Enter Position title of the enployee.
Enter Series/Gade/Step of the enployee.

| dentify whether or not the enployee is permanent (P) or tenporary
(T) enpl oyee.

Is the position currently vacant. Yes or No
Enter annual salary of the enployee and/or position, if vacant.

Break out the percent of tinme (man-years) and salary (cost) that the
enpl oyee/ position normally devotes to Storage and Distribution of
supplies; management of supplies; and procurement of supplies.

Note : If an enpl oyee does not devote 100% of their time to supply
functions, than the total should not be 1.0 man-years. Exanple: " The
SU Property & Supply Officers may only devote 50% of their time to
supply and 50% to other functions (equi pment, vehicles, quarters,
etc.), in this case the report should only show a total of .5
man-years for that enployee/ position.

I ndian Heal th Manual (9-30-86) TN 86. 4



IANAGEMENT SERVICES (PART 5)

EXHIBIT 5-6.10A(22)

CHAPTER 6
SUPPLY MANAGENENT - CENTRAL OPERATI ONS

'AUTHOR| ZED STAFFING AND STORAGE SPACE AS OF

EA: FACILITY: SPACE (SQ.FT.) : COVERED: OPEN:
ALANT STORAGE AND SUPPLY .
SERIES PERM|YES DISTRIBUTION MANAGEMENT | PURCHAS ING
GRADE OR | OR ANNUAL MAN "MAN MAN ;
SITIONTITLE STEP TEMP | NO SALARY YEARS| SALARY YEARY ~ SALARY YEARY  SALARY

-—

T™™N RA_4



MANAGEMVENT SERVI CES ( PART 5) EXH BIT 5-6.10A(23)

CHAPIER ©
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

INVENTORY ADJUSTMENT

1. PROPERTY ACCOUNT 3. VOUCHER NUMBER
125.1 - Credit 86-03-0129
2. ACCOUNTABLE OFFICER 4. DATE
Stleven K. Halstead ' 3--13-86
G.LINE FSC OR UNIT OVERAGE SHORTAGE
ITEM ITOCK NO. DESCRIPTION OR NOMENCLATURE UNIT COST JUAN.| TOTAL cosT | 2UAN. | TOTAL COST
'335.0| Magaldrate O a
Suspension 12-oz BT 2.20 10 22.00
"Credit - 37"
TOTAL . . . .
6. REMARKS: . . . )
The itemlisted on this Adjustment Docunent is outdated. Every effort

will be made to return the itemto the vendor for exchange/repl acenent
or credit. In the event the itemis not returnable to the vendor,
request apgroval to dispose of the item by destruction. Controll ed

items W | | De dlsposed of per DEA instructions. Refer to Wrksheet
N o , dated .
Preparing Official [nveniorv Memt. (Signature) {Date)

7. ACTION OF APPROVING AUTHORITY : The lineitems deleted are to be listed on a Report-of-Survey. The remaining line items are appraved

for adjustment. (Sece Exhibit X-31A Iustructions)

Approving Official Area Executive Oficer

(Sixnature) (Titl:)

{Date)




MANANAGEMENT SERVI CES ( PART 5) EXH BI T 5-6.10A(24)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

UNITED STATES GOVERNMENT

memorandum

DATE:

rery 1o Carl Albert Indian Hospital

ATTN OF:

sussect:  Transmittal of Station Issue Requests

7-0:

Director

Central Supply Service Center
USPHS Indian Health Service
1005 N. Country Club Road
Ada, Oklahoma. 74820

Enclosed are the following Issue Books and HRS-413s from the Carl Albert
Indian Hospital for the month of :

BOOK CONTRACT/ SUB USER SUB

No. DEPARTMENT GRANT NO.  ACT CAN CODE STA.  ENCLOSED
1. Dental Clinic ’ 02 3505002 068 01

2; Dietary 01 3500116 016 01

3. Housekeeping 01 3500111 011 01

4. Outpatient Clinic 01 3500146 046 01

5. Operating Room 01 3500155 055. 01

6. Obstetrics Unit 01 3500156 05 01

7. X - R ay 01 3500150 050 01

8. Medical/Surgical Unit 01 3500140 040 01

9. Intensive Care Unit 01 3500138 038 01

10. Pharmacy Outpatient 01 3500120 020 01

11. Laboratory 01 3500151 051 01

12.  Emergency Room 01 3500148 048 01

13.  Anesthesia Department 01 3500154 054 01

14. Central Sterile Supply 01 3500119 019 01

15. Pharmacy Inpatient 01 3500120 020 O1

16. Respiratory Therapy 01 3500I57 057 01

HRS-413s:  Request Nos. through

SOPPLY OFFICIAL DATE

I ndian Heal th Manual (9-30- 86) TN 86. 4



MANAGEMENT SERVICES (PART 5) EXHIBIT 9-6,204(26)

CHAPTER 6
SUPPLY MANAGENENT -~ CENTRAL OPERATI ONS

BIN LABEL

NTROL NUMBER: 01285.8 (7520-558-1520
TAPE, Pressure Sensitive, Adhesive, 1/8" x
72 yards | ong, Opaque, Yellow, Cellophane
backing

BULX LOC: Unit of Issue: RL

BIN LABEL A"

ROL NUMBER: 01285.8 (7520-558-1520)
APE, Pressure Sensitive, Adhesive, 1/8" x
2 yards long, Opaque, Yellow, Cellophane
acking . _

ULX 1OC: A=25 Unit of Issue: RL

BIN LABEL "B" -

NOTE: A binlabel is always required. Wen a bulk|ocation
i S necessary,Form PHS-4740-3, "Bul k Stack Record™ i s

prepared, the location will be shown on the binl abel
as indicated on Bin rLabel "B" above.

Indian Health Manual

(9-30-86). TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(27)

CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATTONS

FoodSt Oor age Qui de for Schools and Institutions, Program aij 11403, USDA, Food
and Nutrition Service, 19/5 - Part|V,

TEMPERATURE REQUI RENMENTS

Tabl e 5; based encurrent research findings,is a general guide for storing
various types of foeds. AS usedin Table % wgatisfactory” neans this type of
storage is acceptable. "Preferred" means this type of storage maintains

qual ity of teproduct for a |onger period of time. "Required" meansthat this’
type of storage is essential - there is no alternative toit.

TABLE S - Ceneral Temperature Guides for Storing Foods

torage Rafrigerated Storage | Freezer Storage
Food (o560 5008 u(36° 40°F) 1/ ‘0% bel ow)
DAIRY PRODUCTS
Butter rveseesesesaoofsatisfactory up to 2 | equired over 2
vecks (Maximum 4S°F) | reeks
Cheese, ‘Natural vessseesescas JRequired (Maximum [
4s5°F) .
Cheese, Processed teseccocsesss J[REQuired (Maximum Lesesssasssecsanns
4s5°m) .
M1k, Canned satisfactory |Preferred
M1k, Fluid Wole Required (Maximum Leeeveestccataaena
45°F) .
H 1k, Nonfat Dry Satisfactory |Preferred........... Leootesecscssansas
EGGS
Shel | vesssecesess |Required............ teeerecaraesanaans
Dried sesesssccees |Required ............ teseesscsccnnaanns
Frozen e Required..........

MEAT AND MEAT

PRODUCTS
Frozen neats, such as
Ground Beef ; Hams and
Shoul ders: Pork Loinss|eeeececevseee Jecoeasereaaeeaneeae. | Required..........
Turkeys, etc.

Cured Hans and cesscessssss FRequired............
Shoul ders; Bacon; etc.

Canned Hams ceeeseesee.s FRequired............
G her Canned Meats Satisfactory [fPreferred...........

such as Beef and Grnvy
Por k Luncheon Meat;
Pork and Gavy; etc.. "

1/ Al though 36° to 45°F i s acceptable, 36° to 4Fis presently considered
the ideal tenperature range.
Fish (fresh), maximumtenp. 36°rupto 2 days, |oosely w apped.
Shel | fi sh , " " " up to S days,in covered container.

Indian Health Manual (g-30-86) TN 86. 4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(27)
' CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

TABLE 5 (Continued)

Food I 1)xy Storage ﬁefrl gerat ed Storagd[ Freezer Storage
(50% 70%F) || (36%- 4 0 % “1/ ]| (0 © or below)

FATS AND OILS _
Cottonseed O1; rard | satisfactory [Freferred
olive oil: and Veg-
etabl e Shortening

.......... LRI O ST S B BB BN AN BN N ]

CANNED VEGETABLES
G een Beans; Beets; Satisfactory | 'referred
carrots; Corn; Green
Peas; Tomat oesr
Tomat 0 Jui cer Tomato
Paste: -Tomato Puree;
etc.

.......... L 2 0GB NEB R OEIIES

CANNED FRUI TS
Orange Juice, Concell | ceceesceses. | equired
trated.
Q her canned fruits satigfactory | ‘referred
such as Appl es;

Appl e sauce; Apri cots
Blackberries;Cher -
ries ; Cranberry
Sauce ; Figs; QG ape-
fruit sections;
Gapefruit Juices
Peaches! pdrple Plum
(prunes); etc.

FRESH VEGETABLES

Oni ons Satisfactory | Preferred......
Pot at oes, Irish Satisfactory | Preferred (mninu Citeeesanae conee
40°F) .
Sweetpotatoes Required e [
{(minimum
55 F).
Other fresh vegetablep ............ Required........... cevenveecens

such as Green Beans;
Beets; Cabbage; Car-
rots; Spinach: etc.

FRESH FRU TS

Appl es;  Peaches : coeseneanons Requi r ed
Pears; Purpl e Plums;
etc.

DRIED VEGETABLES

Beans, Hi gh Moisture | satisfactory |[{Required over 60 days

! for 60 days

1/ Although 36 t 0 45°Fis acceptable, 36" to40°F is presently considered the
= ideal tenperature range.

(9-30-86) TN B86.4




MANAGEMENT SERVICES

CHAPIER 6

EXHIBIT 5-6.10A(27)

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

TABLE § (Contiriued)

Food

DRIED VEGETABLES (Cont'd

Baans, Low Mi sture

DRIED FRU TS
Apples; Apricots;
Peaches
Figs; Prunes; Rai sins
etc.

CEREAL PRODUCTS
Regular Cornmeal;
Whol e Wheat Flour

Degexmed Cor nneal ;
Al purpose ad
Bread Flour; Rice;
etc.

MISCELIANEOUS
Honey
Nuts

Peanut Butter

Dry Storage
50°-_ 70°F)

Satisfactory

Satisfactory
for 2 weeks
Satisfactory

satisfactory
for 60 days

Satfefactory

Satisfactory

Satisfactory

Refrigerated Storage
| (362 - 40°R) 1/

‘reezer St Or age
(0° or below)

Preferreda.........

Required over
2 weeks
Preferred.........

rsquired over 60 days

referred............

equired...........

S e s 09O csR RO

LI I S R B B B B S B L A

EEEEREXKEREINE I E NN

res@eerseeo s

se s s ee e s st e

as e s s tsB0eBRere

s e 00 @ s s

1/ Al though 36° to 45°Fis acceptable, 36° to 40°F is presently considered the

i deal

tenperature range.

Indian Heal th Manual
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MANAGEMENT SERVI CES

EXHIB 1T 56, 10A(2

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

\

SILVER FISH

ANGOUMOIS GRAIN MOTH

STORED SUBSISTENCE

ORUG STORE BEETLE CARPET BEETLE CADELLE

REPRESENTATIVE
INSECTS

WHICH INFEST

LARDER BEETLE

¢

[ 4
W ',.’

CIGARETTE BEETLE

.

YELLOW MEAL WORM

IEY

¢
GRAIN WEEVIL o =

CHEESE MITE

COCKROACH

Insects which infest stored subsistences.

Indian Health Manual
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MANAGEMENT SERVICES EHXIBIT 2-6.10A$22}

CHAFTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

»

METHOO OF ACOUISITION DOCUMENT NUMBE RS
RCPORT NO,
lECEIVING AND INSPECTION REPORT| ® *ufcraseo O menteo
?.0.NQ.
CLAREMORE SERVICE UNIT O consTRUCTED O LOANED (CA-B10p-0211
RECEIVEDfROM REQUISITION NO.
AME AND ADORESS O oonarteo 0 g“vvet::&" Stores Stock
) . TRANSEER AUTHORITY NG
s/C Vendor's Address & Name |o tornenm
[APPRAOFRIATION - CONTRACT NO.
() "As Appropriate VA or FSS or AD
ALLOTMENT JOB NO.
For Your
MNT OF SHIPMENT GEL NO. OBJIECTIVE CLASS
Station" Total $1894.0B8
;\‘EO“.A OESCRIPTION tinciuce Terms of Acceplance on Loans. Denstions, Etc.1 QUANTITY ; UNIT PUR':'CYE AMOUNT
1. - 6505-00- 106-73955. Propanolol Tabs. 600 BY 2.97 1782.00
10 MG.
(07081.6 - 600-8T) Exp. 72/ §2
2. 6505-00-607-3663, Nitrog_lycerin Tabs ) 200 BT .56 112.00
(07453.5 - 200-8T)  Exp. _/_[_L{
) g / /e /Z //
N0 L/ ‘7L 4ot
CERTIFICATE OF RECEIPT INSPECTOR'S (JERTIFICATE
) HEREBY CERTIFY THAT ALL ITEMS LI5TED ABOVE WERE
RECEIVED. INSPECTED AND ACCEPTED. QO cCoMPLETE 0O PARTIAL @& FINAL
~ ./
Joe Snuffy (ex LL.AMI/[‘ O oven O swoar s R AV
(Sigrilure u](.wﬂugnn)l [
4/13/81 — —— (USE AL VL RSE FOR COMMENTSL
Fa ORI AT OralE CONY OFTHINAL, GHM 122 (EL ML MLY PO J0 221

AN RS Y reslolT0

™ RA.4

P N N X



MANAGEMENT SERVICES

EXHIBIT 5-6.10A(30)

CHAPTER ©
SUPPLY MANAGEMENT =

CENTRAL OPERATI ONS

ORDER FOR SUPPLIES OR SERVICES

PAGE

1 1

MPORTANT: Mark all packages énd papers with contract snd/or order numbers.
_ OATE OF ORDER 2. CONTRACT NO. (if eny] 3. N 7. REQUISITION/REFERENCE NO.
1-9-85 | 5-540117 |
[[ISSUING OFC ICE (Addreas correspondence (o) 6. SHIP TO: (Consignes end address, ZIP Code |
PHS Indian Hospltal PHS Indian Hospital
Claremore, OK 74017 Claremore, OK 74017
: - SHIP VIA: Bect Meth
7"T0: CONTRACTOR (Name. address and ZIP Code) .. TV%FEW
(4) VA G A. PURCHASE — Raference your
P.0. Box 27 “Freasa | h the follo Terms and
Hines, Illinois (Zip Code) :3:7»2':7:';‘.« on O?Jthv:llggs% gc‘d.s orda‘r :nd (c)?wntdh‘c

9. ACCOUNT,INE ANO APPROPRIATION OATA
As appropriate for your location.

10. REQUISITIONING

D SMALL

attached sheets, it any, including delivery ss ingi-
cated. This purchase (s negotiated under guthority oh

m B8, DELIVERV Encept tor bilting lnstrucuons

the reverse, this. dellver orccr Is wb)oc! t?
Sructions conialmq[ n this sige ooty o this form
andig_lssued subject RM to"m anad conaitions of
the IDO”"\UMD"‘C conted

FFCE

OTHER
THAN
SMALL

WOMEN-
OWNED

DIS-
D ADVAN.
TAGED

12. F.0.8. POINT I‘.GOVE“NMEN11/L NO. 18. D%h“éﬁ’sg&’égﬁé’?mm.m 6. DISCOUNT TERMS
Claremore, OK
13. PLACE OF INSPECTION ANO ACCEPTANCE |
Claremore, OK March 9, 1985
17. SCHEDULE (Se¢ wvwrwe for Rejections)
ITEM NO SUPPLIES OR SERVICES Flaogegrgg INt PUR'\{EFE AMOUNT gé&‘}}g
(A} (8! (C} o1 {E) {Fl (G}
(1) 6505=00~306=-7395A, Propanolot-Fabs--10-M8 600 BT | 2.97 |1782:00 570
£076L34~6—=—600-B P~
#6 [{FRI o¢
{2) 6505-00-450-5610A, Gentamicin Sulfate lnjF 700 Vi i‘ﬂf 238200 7oo
(07339.3 - 700 VI) Exp. 3- ¢
7. o0
3} 6505-00-607-3663, Nitroglycerin Tabs 400 BT .56 22400 Koo
1/150 Gr.
(07453.5 - 486 BT) Exp.lo.'—SC
2eo —
(&) £5685-00-933-8704A—Furesemide—tng -~ —— | 200 | AM | PS5~ | -52500 c£4LED
+O--MEA M- - ‘
{O7304-+0-~-FO0—AM) —Exp |
77 ve | YETY.00
(5) 6505-01-046-0126A, Narroxen Tabs 150 MG 60 BT | 78.71 | 43+4+60 y )
(08750-0 =~ 60 BT) Exp. £ 86
/$7' /o(/ 74 L
11. SHIPPING POINT 19, GROSS SRIPPING WEIGHT] 0. INVOICT NO. 1(H)(1’$:I;
SEE BILLING § posen)
INSTRUCTIONS |31_MAIL INVOICE T0. finclude ZIF Lode) .
REVOENRSE 7/7&00 ‘ GRAND
. . . TOTAL
Financial Mgt. Branch, Okla. City - 0,60

22 UNITED STATES OF AMERICA
BY {Signoture)

WW,&“

23. NAME (Typed]
Joe Servicc

Purehasing AR52% incoroERinG OFFICER

NSN 7540-01~152-8083

e L

$0347-101

1 I'n 2n 0 r\

§S-or-0/67

OPTIONAL FORM 347 (10-83)
Prescrited by GSA
FAR (48 CFR) 82.213(8) myy RK




ANAGCEMENT SERVICES (DADT S\

EXHIGIT 5-6,10A(30)

CHAPTER

6

_SUPPLY MANAGEMENT~ CENTRAL OPERATI ONS

52.252-2. CLAUSES INCORPORATED BY REFERENCE

PURCHASE ORDER TERMS AND CONDITIONS

(Apr 88) -This contract incorporates the following clauses by ret-
uremee with the saine force and effect as 1f they were given in full
text {Unon request the Contracting C'tticer will ‘make their full text

Lcailable

FEDERAL ACQUISITION REGULATION {48 CFR CHAP-
TER 1| CLAUSES

52.203-
52.2033
52 203-4

52 212-9

52 222-3
522224

Otficials Not to Benefit {Apr 84)

Gratuities {Apr 84}

Covenant Against Contingent Fers {Aor 84}
Variation 1 Quantity {Apr 841

(In the preceding clause, the permissible vana
tions are stated in the schedulel

Convict Labor {Apr 84)

Contract Work Hours and Safety Standards Act-
Overtime Compensation~General (Apr 84)

52.222.26
52.22236

52 222.40

52 22241
52 2253
$2.2321
52 232.8

52 233
52.2431
52.2491

€quat Opportunity (Apr 84)

Attirmative Action for Handicapped Workers
{Apr 841

Service Contract Act of 1965-Contracts of
$2500 or Less | Apr 84)

Service Contract Act of 1965 {Apr 84)
Buy American Act-Supplies {Apr 84)
Payments (Apr B4)

Discount- tor Prompt Payment {Apr 84}
(With Alternate 1)

Disputes {Apr 84)
Changes - Fixed Price (Apr 84)

Termination tor Convenience of me Government
(Fixed Price} (Short Form) (Apr B4)

NOTE ~1f desired, this order {or a copy thereof) may be used by the Contractor as the Contractor’s snvoice, instead of a separate invoice.
provided the tollowing statement, (signed and dated) s on (or attached to) the order “Payment is requested in the amount of $

Mo other imvoice will be submitted ~* However, if the Contractor wishes to submut an nvoice, the folfowing information must be provided’
contract number (if any). order number, item number(s), description of supplies or services, sizes, quantities. Unit Prices, and axtended
totals. Prepaid shipping costs will be indicated as a separate item on the invoice Where shapping costs exceed $10 (except for parcel post),
the billing must be supported by a bill of lading or receipt. When several orders are invo:cend 1o an ordering activity during the same billing
period. consolidated periodic billings are encouraged.

RECEIVING REPORT

Quantity in the "Quantity Accepted” column on the face of this order has been inspected. m accepted, E:reoeived bv me and
contorms to contract. Items listed below have been rejected for the reasons indicated.

i SHIPMENT| PARTIAL] /.87 DATE RECEIVEO SIGNATURE OF AUTHORIZED U.5. GOV T, REP. DATE
t NUMBER g N AL B /"/7-2‘4/ i.‘“.#,! VY "8
TOTAL CONTAINERS |[GR@SS WEIONé RECEIVEO At T - s
/50 CX A EMORE &é&&vu‘«, £W
. AEPORY OF REJECTIONS: / 7
. QUANTITY
TEMND S‘UPPLIIES OH SERVICES UNIT RE{ECTED REASON FOR REJECTION
Tl G ol
- e e = cap e .____{_ —
_ e e —— - e [ .4.
vk o - s D e I — e
- o e e = - .1 .. . e —
L - . - -
! i P . R
4 - ——- - -4{,.- P | — .-
- ?_ - —_— - - - I S S -
R PR
1
J. .

IR




+

EXHIBIT 5-6.10A(31)

ENT SERVICES
CHAPTER 6
SUPPLY MANAGEMENT = CENTRAL OPERATIONS
CLAREMORE S.U.
e e e et e st COCUMINT 10INTWICATION P.0. CLA-81-P-UZ1/
:‘.,O(A 1w"m° H DOCUMENT MUMBIR 'gl !;-‘-'gmd“}"" ":o'm ':.. '.:'::':. SIGNATURE (1 required) l
otn wen | 3 f9-10 tousinonee] 1 oare | ! L ADORESS oty | “sin .
.3 s |7 .33 1 s fae a3-%0 37-39 | e0-e1 joi 82| Joo Service €innmas
“AS APPROPRIATE FOR YOUR AREA' Purchasing Agent
R1QUISITION DATA . )
TTUTUTTTTHOCK e O ) TG T TS T T e P e T2 NOTE: Entries in shaded blocks may be in cither tk
—,:c 3 — .:w“ -:3'*:1 ouanmy mml au»‘;,r‘;l;guv ; m "°"C' spvice ng(fD (F) or VARIABLE (V) sections—NEVER 1
a1 . UL SRR SUN L
Y 120 nnhal asae feew |7 e v Dosess Jarselases 7 AR
— i [~ Paper Plate 10%,"@18.40/Bx  18.40 /
7530 98-633-9743 I U ) O S N N B {09344.0 - 5-HD)
- t-t ) " .
) Bag, Plastic @ 9.10/Bx 36480
8105 |@P-655-8285 | [BX| oooq0_ |@@@2 . _ . 1) 1/ lueo11.6 - 48~BX) [82.90 <.
d O
B N DU PR S D 11
859 P94 A PR3PH—— O M o ——06461-0—~—300~EA} L RLLE )
- S S [— EUITURI JUN I N N S A
_8548-19-99P48%+———1-Bx | #9AR5— [ #9B4- —t—1— ——{00925—F—~—1000~BY) Q/(
N i
_ R N U S S /28 I / .
S 7t yl (t | T4«
"APPROPRIATEAPPROPRIATE RCCO[NT [NG AND_AP"PROPHIAT 10N CODES"" {1 |
T - CERTIFICATIOR OF RECETPT
3 T certify the above listed
B - 'T— - t - t supplies have beep recejved.™
[ 1 Name - ,
) o . Title S VA
Iteh #;l, 18.40 | 125.9] 26.9A Ll #///J A B
—_— ~12] x;{m_ T25.9]26.97 - Date VIEE LY
n ”3[,__ _.36.-99. 'i‘?H. 26-92 l l- Ao
e e s e g e e eS| FPSTRPE T
g ]
L F o5 /LR

...............



MANAGEMENT SERVICES . EXHIBIT 5-6. 10A(32:

CHAPTER &
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

BYANDLPL Form £ 4a

CJUNC trse U.S. GOVEINIKINT

PURCHASE OKDX R-—I’\!VOI(‘E--VOUCH:R

.‘.‘ ’ DA'II:OFY CADLS'-PN.0417842

PRINT uu«z Ai‘n :a:ss F SILLCR ENUSECR, STRELT, AND LIATE)S
b, Lumbidl  Surfiy co.
| 4 //‘/o PRaNGEA LANE

. ANY Towd, UL 24p es0)

| 4
JFURNISH SUPPLIES OR ECRVICLS YO (Name ANG ADCRLsS)*

L.5.P. HE T Wlrsw «[165PrTHL
[erﬂf/lr ”(ffz oK ¢ 44}0»1,4 2507

SUPPILIES OR SERVICLS QUANTITY UNIT nnct] AMOUNTY
éi‘gd Cdp[-fr jo /‘( (LN /'Fl/fc 2/, (0
) .Lh.é.l_i CO//s’ &aﬁ /'“/’4. 40. 00

A)O OTAJA' LT L

. .! g .\' Fo é“ £ w .l’ . e
e ..’-. L R ] .;- . i‘/'éo
) - ' : '6 T“ .. 00
AGt NAME AND BILLING ADDRE .
ey =¢ ‘| yoraL ¢/ ¢0
. 14‘514 F/W}M:m‘ mh. Allmlrﬁ BISCOUNT TERMS
. . ¢ A __o, . CLYE
. (=] . . AYE INVOICE ’lﬁtl'lﬂ
r OKcAHomd CITY ok<4 (aszc tj

ORDERED BY (S1CNATUREAND/TIT / .
f . [ 4
L. - .-./ Cgom e-.71

PU}J‘O.SE AND ACCOUKTING DATA
re, lc+ /4

“AS ALROMATE FoR Yur ARLA Y

PURCHASER-To sign below for over-the-counter delivery of items
RECTIVED BY

SELLER—Piecse read instructions 0 N Cepy 2

PAYMENT |@ AV ENT 0
RECOIVED S RLECLILSTED S__ﬂ_é_.___

f et e ey ——

NO FURTHePR INVOICE :.XETD BE SUEMITTED

DATE /“/?/

SELLELR .
. L]
ay d
tgidwavorgy
Feertity 24% thi #2xeal it erorect LW I { DIFFLATINCES
for prysmnl b0 U sz2umt of

———c - 1
ACCOUNT VERIFIED:
CORRTCT #FOR

{ .
__q_unnou"u.s CLRTITHING CFFIZERY BY e e e — —
D DAYL FAID vou"ﬂsa NO.
PAID BY CASH
OR TTrrirx g/—-o‘/" 05&
o PLEASE {NCLUDE . L SELLER'S INVOICE

ZI P CODE (See Instruchions on Cepy 2)



~ MANAGEMENT SERVICES _ EXHIBIT 5-6.10A(33)

CHAPTER 6
SUPPLYMANAGEMENT -~ CENTRAL OPERATI ONS

DEPARTMENT OF
HEALTH, EDUCATION, AND WELFARE

‘PROPERTY ACTION REQUESY TO supry OFFICER

(1) REQUESTING OFFICE

Phoenix. Indian Medical Center 1-25-185 _
(2) ACTION REQUESTEQ (Check one)
10 BE COMPLETED BY.
[ Transren ] TurN IN X recrier (] o1sPOSITION INSTRUCTIONS

SUPPLY PERSONNEL
{TEM NO. OR

QUAN- ConDI- | EST. UNIT | ToraL | acTic
(ot avaitabie) DESCRIFTION ritry | UNT 1 Tion ":Ugl"; cost | tost | cool
(3 : “ {3 ) “7 ® (9 a0y | s
08148.5 Fluocinonide Ointment
0.051 30 CM (Lidex)
Exp. Date: 12/85 37 TU 3.77 139.49
02074 .5 Beans, Green, ¥10 Can 21 CN 1.89 | 39.6¢
01109 .56 Electrode, ECG Adult 11 BX L 40 h58.,40

Pre-jel led

Account i nq Data

ltem | 125.1 26.21 $139.49
ltem 2 125.3 26.71 S 39.69
ltern 3 125.2 26.4A $158.40

———————————— 1_-_—__J_L-

(12) EXPLANATION OF ACTION REQUESTED:

Code 26 - Receipt of Excess Supplies from Phoenix VA Medical Center Source Code

(13) SIGNATURE OF INITIATOR (14) SIGNATURE OF RECEIVING OFFICIAL

/s/ Joe Snuffy, Supply Tech.

(%) cusTopiaL FILE UPOATLO
INITIALS OF ACCOUNTABLE OFFICER = OATE

/s/ Joe Responsible, Custodial Officer

(16) CUSTODIAL FILE UPDATED
INITIALS ©F ACCOUNTABLE OFFICER « DATE

(I7) SIGNATURE OF ACCOUNTABLE OFFICER (18) OATE {19} PROPERTY VOUCHKER

1-26-8% 85-01-0149




MANAGEMENT  SERVI CES EXH BI T 5-6. 10A( 34)
CHAPLEK 0
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

REQUEST FOR NEW STORE STOCK | TEM

New |tem Request
STATI ON. REQUESTING DEPT: DATE:
GENERIC  DESCRI PTI O\

TRADE NAME: VENDOR:

VENDOR S ORDER  NUMBER VENDOR' S PURCHASE UNIT:

VENDOR S UINT COST: EST. ANNUAL COST:

SUGESTED INT OF ISSUE EST. USAGE: ANNUAL  MONTHLY

LIST SIMLAR ITEMS) CURRENTLY IN STORES:

WHAT EFFECT WILL NEW ITEM HAVE UPON OTHER STORE STOCK?

V\HAT EQUI PMENT WLL TH'S SUPPLY | TEM BE USED WTH (BE SPECI FI C) ?

JUSTI FI CATION O REQUEST:

SIGNATURE GF REQU SITI ONER DATE:

SIGNATURE OF S. U STANDARDI ZATI ON_ COWM TTEE CHAI RMAN:
(DR OF MATERIEL MGMI. or SUPPLY DEPT. SUPERVISOR IF COWI TTEE |S NONEXTSTANT

FUDS AUTHORIZATION. | authorize the Area Financial Minagenent Branch to transfer
funds in the amount of $ fromour Service Unit budget to the SSC

budget. (Calculate amount by muTtrplying monthly usage X Unit Price X Number of
months remaining in current fiscal year).

DAlE SERVICE UN'T DrRECTORFADM NI STRATTVE OFFTCER

(Refer to reverse side for Supply Service Center Action.)

TMdian Fealth Wenual (9-30-55) TN 86.2



MANAGEMENT SERVI CES EXHI BI T 5-6. 10A( 34)
CHAPTER O
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS
THS SECTION FOR SIX USE O\LY
| TEM APPROVED FOR ADDI TI ON TO STORES STOCK? YES NO
| F No, LI ST REASONS:

SIGNATURE OF AREA SUPPLY COCRDI NATOR DATE:

TO BE COMPLETED BY SSC - | NVENTORY MANAGEMENTUNI T

SOURCE  CODE: . ACCOUNT  CODE: OBJECT CLASS OODE:
STATION UNIT OF | SSUE UNIT COST: PHARVACY  OCDE
LEAD TI ME- REVI EW POI NT QUANTI TY: PAM Q
STORAGE  LOCATION CODE TYPE CODE

EOQ MD.  MONTHS EOQ MOD QUANTITY: ACTI ON MONTH
|NDEX NUVBER ASSI G\ED: DATE:

SIGNATURE COF SSC SUPPLY COFFI G AL:

Indran FHeal th Manual N 00. 4



. MANAGEMENT SERVICES (PART 5)

EXHIBIT 5-6.10A(35)

CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

FLOW CHART

DISTRIBUTION - OF-347, ORDER FOR SUPPLIES OR SERVICES

PURCHASE ORDER

Original
1

RECEIVING REPORT

Pink
Copy
S

Blue
Copy
6

Mail the original to the Vendor.

Forward the Blue and Yellow obligating copies
to Inventory Management Unit, SSC. IMU will
keytape any stock due ins, stamp "Cleared
Supply Management", and forward to Finance.

File the Green copy in the "Purchase Order
File".

File the Pink and Blue copies in the "Pending
Purchase Order File". (Receiving Report copi

The Purchase Order File and Pending File may
be combined when the procurement and receivin
are accomplished at the same location.

Forward the Pink Receiving Report copy to
Inventory Management Unit, SSC. IMU will
keytape the appropriate information, stamp

"Cleared Supply Management'", and forward to
Finance.

The Blue Receiving Report copy is to be file
in your monthly Voucher File.

Indian Health Manual:

(9-30-86) TN 86.4




IANAGEMENT SERVI CES EXHI BI T 5-6.10A(35)
CHAPTER 6
SUPPLY NMANAGEMENT -~ CENTRAL OPERATI ONS

FLOW CHART
DI STRIBUTI ON - SF-344, FED-STRIP ORDER
PURCHASE CORDER

Original
1
Mark copies 2 and 3 "Onligating Copies and
Copies forward to Inventory Managenment Unit, SSC.
IMU will keytape any stock due ins, stanp
2 "Cleared Supply Mnagenment”, and forward to
3 Fi nance.

File copies 4 and 5 in the "Pending Purchase

[ Copies ' /> Oder File". (Receiving Report copies)
| 4

File the nunmber 6 copy in the "Purchase

I Copy > Oder File".
NOTE: The Purchase Order File and Pending File may
6 be conbined into one file when the procure-
ment and receiving are acconplished at the

sanme |ocation.

& Ml the Oiginal to GSA

RECEI VI NG REPCRT

Forward the nunber 4 Receiving Report coi:)y to

=
Copy ' I nventory Managenent Unit, SSC. IMU W |
keytape the appropriate information, stanp
4 "Cleared Supply Mnagement", and forward to
Fi nance.

— The number 5 Receiving Report copy is to be’

Copy g filed in your monthly Voucher File.
5




MANAGEMENT SERVI CES

EXH BI T 5-6.10A(35)

CHAPTER ©6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

FLOWV CHART

DI STRI BUTI ON - SF-44a, " PURCHASE ORDER - | NVO CE - VOUCHER'

4>
VOriginal ———ne
and
Pink Copies
- -
Green
Copy

Gve to the vendor at tine of purchase.

Forward to Inventory Management Unit, SSC
IMU Wi || keytape the appropriate information
stamp "Cleared Supply Managenment”, and
forward to Finance.

File the Geen copy in your Mnthly Voucher

"File

DI STRIBUTI ON ~ OF-127, RECEIVING AND | NSPECTI ON REPCRT

‘ -
Original
1
-
Vhite
Copy
2
r -
Yelllow
Copy

Forward the original copy to Inventory
Managenent Unit, SSC. IMU will keytape the
appropriate information, stanp "Ceared -
Supply Managenent", and forward to Finance.

File the Wite copy in your Mnthly Voucher
File.

File the Yellow copy in your Purchase' Order
File.




DATE .
REPLY To
AITN OF:

sSusJEcT:

TO:

MANAGEMENT SERVI CES (PART 5) EXH BI T 5-6. 10A( 36)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS
UNITED STATES GOVERNMENT

memorandum

Property 6 Supply Oficer
B 4pC S%arvi ceIO myt

Cupboard Stock/Department Review Schedule for FY-87

See Bel ow

The subject supply reviews as required by IHS Supply Manual, S-6.4Y, for
Fiscal Year 87 are as follows:

Formal Revi ews | nformal Reviews
Dent al 10-6-86 & 4-6-87 | -5-87 & 7-6-87
Phar macy |-6-87 & 7-7-87 10-7-86 & 4-7-87
Dietary 10-8-86 & 4-8-87 |-7-87 & 7-8-87
CPD 1-13-87 & 7-14-87 10-14-86 & 4-14-87
ADM 10- 15-86 & 4-15-87 1-14-87 & 7-15-87
CSR 1-15-87 & 7-16-87 10-16-86 & 4-16-87
Med. Veérd 10-17-86 & 4-17-87 1-16-87 & 7-17-87

['s/ Joe Service

cc: SUD
A0 .
Dept. Chiefs
SSC Director

I'ndiran Heal th Manual (8-25-80) DRAFT




\GEMENT SERVI CES ( PART 6) EXH BIT 5-6.10A(37)
CHAPTER G =

SUPPLY MANAGEMENT - CENTRAL QPERATI ONS
SUPPLY DI SPOSAL LOG
AREA: FY: ___PAGE OF

SHEEY NO.{INDEX NLMBER{ DESCRIPTION { QTY | VENDOR | ACTION [ DATE | REMARKS
| | CODE | |

"ACTION CODE: 1 - Returned for Exchange/Repl acement
2 - Returned for Credit
3 - Destroyed - Item not Returnable

L N

[1an Heal th Manual ({-sU-00) TN 86.4




MANAGWEMEN I SEKVICES EXH BI T 5-6.10A(38)

ODLIADDTED Fal

CHAPTER 6 :
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

INVENTORY ADJUSTMENT
T. PROPERTY ACCOUNT 3. VOUCHER NUMBER
125.1 - Debit 86-03-0242
2. ACCOUNTABLE OFFICER 4. DATE
Steven K. Halstead ) 3-18- 86
6. OVERAGE SHORTAGE
ILT'E',a STFSCCKO,\TO DESCRIPTION OR NOMENCLATURE uniT | UNIT

COST lauan | TOTAL cosT | 2uaN | TOTALCOST

7480.2 | Parazosin, HCL,
Capsules, 1 MG, 250's BT [32.24] 10 | 322.40

"Debit 27"

TOTAL . . ..
6. REMARKS:
The above iten(s) are being prdvided by  (vendor name)
as replacenent/exchange for returned outdated Ttens.  Refer to
Wrksheet No(s). ,
Preparing Official S—
Recel ving Agent (Signature) (Datc)

7. ACTION OF APPROVING AUTHORITY : The line items deleted are 2o bc listed on a Report-wf-Survey. The remaining line items are approved
for edjustment. (Sce Exhibit X-314 Instructions)

Approving Official

{Sixnature) {Titl.} {Datc)




MANAGEMENT SERVICES

CHAPTER 6 -

- SUPPLY MANAGEMENT - CENTRAL OPERAT.IONS

SERVICE UNIT SUPPLY MANAGEMENT REVIEW DOCUMENT

SERVICE UNIT:

DATE OF REVIEW:

REVIEW CONDUCTED BY:

NAME TITLE
NAME TITLE

SERVICE UNIT CONTACTS:
NAME TTTLE
NAME TITLE
NAME TTTLE
NAME TITLE
NAME TTTLE
NAME TITLE
NAME TITLE
NAME TITLE

CLOSEOUT CONDUCTED WITH:
NAME TITLE
NAME TITLE
NAME TITLE

EXHIBIT 5-6.10A(39)

['ndian Heal th NManual

TN 86. 4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAPTER 6
SUPPLY MANAGEMENT.- CENTRAL OPERATIONS

INDEX
SERVICE UNIT SUPPLY MANAGEMENT REVIEW DOCUMENT

. Organization
Staffing
Orientation/Training
Supply Budget
Manuals/Handbooks/Circulars, etc.
Receiving Reports

Stores Stock Issues

T & m m o o ® >

Document Files and Records

Outdated/Deteriorated/Overstock  Supplies
Supply Reports

Review of Storerood/Cupboard Stocks
Line Items Requested Off-Schedule

Direct Issues Versus Stock Issues

=z = X &«

Department/Cupboard Stock Reviews

Indian Health Manual (9-30-80) TN 86.4




MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAPIER b
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

A. ORGANIZATION

1. Is an organization chart available?

Comment :

2. Does the organization chart indicate any overlapping or duplicative
activities?

Comment :

3. Is there a distinct division of responsibility insofar as purchasing,
fund control, approving requisitions, and receiving are concerned?

Comment :

4.  Does the organization provide for employee advancement?

Comment :

5. Are there dead-end positions in the organization?

Comment :

6. What changes are recomended in the organization?

Comment :

Indian Health Manual N 86. 4




MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(39)
‘ . CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

B. STAFFING
1.  List employees involved in the Service Unit Supply Program.
Name Title/Series/Grade % of Time
2. Is the staffing adequate for the workload?

Comment :

3. Are employees trained to provide backup, i.e., if an employee is on
leave, can someone else fill in?

Comment :

4.  What changes in staffing, series or grades are recommended?

Comment :

Indian Health Manual 9-30-8: TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(39)
ER
SUPPLY MANAGEMENI' - C&&AL OPERATIONS

C. ORIENTATION/TRAINING

1. Is the supply staff adequately trained to perform their,duties?

Comment :

2. What additional training is recommended?

Comment :

3. ﬁre_ trainiig sessions held for Service Unit personnel on a regular
asis?

Comment :

4. Is supply orientation provided to all new employees within the
Service Unit?

Comment :

5. Does the Property and Supply Officer participate in Service Unit
Staff Meetings?

Comment :

Indian Health Manual 9-30-86 TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(39)

, CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

D. SUPPLY BUDGET

1.,

Does the Property and Supply Officer have input into the Service Unit
supply budget?

Comment :

Is there a separate budget for stores stock and direct issues and is
the .Property and Supply Officer advised of. the operating budget?

Comment:

Does the Property and Supply Officer monitor the Service Unit supply
budgets?

Comment :

Does the Property and Supply Officer utilize and review ADP Budget
type reports with appropriate Service Unit Personnel?

Comment:

‘Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIRIT 5-6.10A(39)
CHAPTER 6
SUPPLY MANAGEMENT -. CENTRAL OPERATIONS

E. MANUALS/HANDBOOKS/CIRCULARS, ETC.

1. Is the IHS Supply Management Manual available and kept current?

Comment :

2. What type of Service Unit operating procedures have been developed?

Comment :

3. Are Service Unit operating procedures kept current?

Comment :

4.  Are there any conflicts in Service Unit procedures as compared to
higher policies and procedures?

Comments:

5.  Are the policies and regulations outlined in the FPMR, MMM, IHS,
etc., being followed?

Comments :

6. Are changes needed in the IHS Supply Management Manual?

Comment :




MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

F. RECEIVING REPORTS

1. Are “Pending Purchase Orders” and “Completed Purchase Orders” filed
and maintained in accordance with prescribed procedures?

Comment :

2. Are items checked in and delivered to requisitioner, receiving report
completed and forwarded to Area Supply Service Center within 24 hours
after receipt of the item?

Comment :

3. Are items checked in and receipted for by the Designated Receiving
Agent?

Comment :

4.  Are Direct Issue Items being receipted for by an individual
designated to receipt for supplies at point of use?

Comment :

Indian Health Manual (g-30-86) TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A( 39)
CHAPTER 6
SUPPLY MANAGBMBNT - CBNTRAL OPERATIONS

G. STORES STOCK ISSUES

1. Are Issue Books being properly completed, i.e., cupboard,stock
inventories taken, order quantities based on the difference between
user levels and on hand quantities?

Comment :

2.  Are issue request documents being reviewed by the Service Unit
Property and Supply Section prior to submission to Area Supply
Service Center?

Comment :

3.  Are emergency/urgent issue requests to SSC being processed by the
Service Unit Property and Supply Section and do they contain adequate
justification?

Comment :

4.  Are supplies received from SSC being checked in and receipted for
properly?

Comment:

5. Are off-schedule issue request documents being properly completed and
justified?

Comment:

Indian Health Manual -30-8 TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

H. DOCUMENT FILES AND RECORDS

1. Are supply documents being vouchered and forwarded to the Area Supply
Service Center within 24 hours after receipt of supplies?

Comment :

2.  Are property vouchers filed and maintained in accordance with
established procedures?

Comment :

3.  Are supply documents reviewed for proper signature, accounting data,
correct quantity, price, etc., prior to being forwarded to Area?

Comment :

4. Are unrequired documents being maintained?

Comment :

S. Is there a smooth flow of documents?

Comment :

6. Are proper records and files being maintained on “Controlled Items”?

Comment :

Indian Health Manual TN 86. 4



MANAGEMBNT SERVICES

EXHIBIT 5-6.10A(39)

CHAYTEK b
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

‘l. OUTDATED/ DETERIORATBD/ OVERSTOCKED SUPPLIES

1.

Are there any outdated / deteriorated/ overstocked/ unusable/ unneeded
supplies in the storeroom?

Comment :

Are pr)roper procedures being followed on disposal/return of outdated
items?

Comment :

Are proper procedures being followed on disposal/return of
deteriorated/unusable items?

Comment :

Are proEer procedures being followed on transfer/return of
overstocked/unneeded items?

Comment :

Indian Health Manual

TN 86.4



EXHIBIT 5-6.10A(39)

MANAGEMENT SERVICES
CHAPTER-6.-.. -
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

J. SUPPLY REPORTS
1. Are reports properly filed and maintained?

Comment:

2. Is Report No. 10, Monthly Voucher Summary Report, checked against the
voucher register each month and appropriate corrective action taken

on differences found?

Comment :

Does the supply staff need Additional training on the use of the ADP
Supply Reports?

Comment :

3

4. Are ap ro%riate SuppIK Reports reviewed with the Administrative
Officer/SUD each month?

Comment :

Are reports requested by area office prepared accurately and

5.
submitted on time?

Comment :

N 86.4
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

K. REVIEW OF STOREROOMS / CUPBOARDD STOCKS

1. Storeroom

a. Does any unsafe condition exist in the storeroom?
Comment :

b.  Does the storeroom layout and storage techniques provide for

efficient utilization of space?

Comment :

2.  Cupboard Stocks

a. A review for outdated/overstocked supplies, proper space

utilization, and to identify any supply problems was made of the
following departments/cupboard stocks.

(1)

(21

(3)

b.  Findings/Comments:

3. Is proper security/controls maintained on all supply storage

locations?

Comment :
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MANAGEMENT SERVICES

EXHIBIT, 5-6.10A(39)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

LINE ITEMS REQUESTED .OFF-SCHEDULE - SUPPLY STANDARD NO. 1

Percent of the total line items requested from the Area Supply Service
Center that were requested off-schedule.

1.

management of cupboard stock inventory levels.

Performance Levels

0 - 10% = Substantially Exceeds
11 - 15%. =. Exceeds
16 - 20% = Meets
21- 25% = Partially Meets
26 - 100% = Fails to Meet

Percent Request Off-Schedule

As of As of

Purpose :  To reduce stock outages at the point of use and to improve

As of

Total line items requested

No. requested off schedule

No requested off schedule

Comments:

Indian Health Manual (9-30-86)
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAPITER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

M. DIRECT ISSUES VERSUS STOCK-ISSUES - SUPPLY STANDARD NOS. 2-7

Percent of the total supply usage (value of direct issues plus issues from
SSC) by category for sub-sub activity 01 that is acquired by direct issue
purchases.

1. PURPOSE To provide better supply support to the using activities;
reduce manual supply records being maintained: reduce storage space
needs at the point of use; reduce the number of purchase orders being
processed; and to improve supply accountability by placing recurring
use items into the inventory system.

2. Standard No. 2 - Drugs (excludes Blood)

a. Performance Levels.
0 - 14% = Substantially Exceeds
15-19% = Exceeds
20 - 24% = Meets
25- 29% = Partially Meets
30 -100% = Fails to Meet

b. Drugs

As of As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

3. Standard No. 3 - Medical/X-Bay

a. Performance Levels
0 - 30% = Substantially Exceeds
31-3%% = Exceeds
36 - 40% = Meets
41- 45% = Partially Meets
46 - 100% = Fails to Meet
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EXHIBIT 5-6.10A(39)

MANAGEMENT SERVICES
, . CHAPTER G
SUPPLY MANAGEMENT - . CENTRAL OPERATIONS

b. Medical/X-Ray

As of As of

As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Comments :

4, Standard No. 4 - Subsistence

a. Performance Levels
0 - 69% = Substantially Exceeds
70 -74% = Exceeds
75 - 79% = Meets
80 - 84% = Partially Meets
85 - 100% = Fails to Meet

b.  Subsistence

As of As of

As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Comments :

Indian Health Manual (9-30- 86)
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MANAGEMENT SERVICES ) EXHIBIT 5-6.10A(39)
CHAPTER ©
SUPPLY MANAGEMENT * CENTRAL OPERATIONS

5. Standard No. 5 - Laboratory Supplies

a. Performance Levels
0 - 69% = Substantially Exceeds
70 - 74% = Exceeds
75- 79% = Meets
80 - 84% = Partially Meets
85 - 100% = Fails to Meet

b.  Laboratory
As of As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue ’

Comments:

6. Standard No. 6 - Office/Administrative Supplies

a. Performance Levels
0 - 64% = Substantially Exceeds
65 - 69% = Exceeds
70 - 74% = Meets
75 - 79% = Partially Meets
80 - 100% = Fails to Meet

b. Office/Administrative

As of As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

Comments:

7. Standard No. 7 - All Other Supplies (Excludes Fuel Qil)

a. Performance Levels
0 - 50% = Substantially Exceeds
51 - 55% = Exceeds
56- 60% = Meets
61 - 65% = Partially Meets
66 - 100% = Fails to Meet

b.  Other Supplies

As of As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Comments:
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(39)
CHAFIER b
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

N. DEPARTMENT / CUPBOARD STOCK REVIEWS - SUPPLY STANDARD NO. 8

Semiannual review of individual departments supply operation Percent of
reviews completed.

1.  Purpose : To identify any problems that the user may be having and to
assist In resolving those problems; to improve coordination and
cooperation between the user and the supply section; and to improve
direct supply support to the using department.

2. Performance Levels

100% Reviewed = Substantially Exceeds
9 0 9% Reviewed = Exceeds
80- 89% Reviewed = Meets
70- 79% Reviewed = Partially Meets
60- 69% Reviewed = Fails to Meet

3. Reviews Required/Completed

As of As of As of

Number Reviews Required

Number Reviews Completed

% Completed

Comments:
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MANAGEMENT SERVICES

EXHIBIT 5-6.10A(40)

CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

AREA SUPPLY MANAGE&NT REVIEW, DOCUMENT
CENTRAL SUPPLY OPERATIONS

AREA:

DATE OF REVIEW:

REVIEW CONDUCTED BY:

Name Title
Name Title
AREA CONTACTS:
Name Title
Name Title
Name Title
Name Title
CLOSEOUT CONDUCTED WITH: DATE:
Nane Title
Name Title
Name Title
Nane Title

I ndi an Health Manual

IN ob.4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(4i)
CHAPTER' 6
SUPPLY MANAGEMENT -CENTRAL OPERATIONS

AREA REVIEW DOCUMENT FOR CENTRAL SUPPLY OPERATIONS

INDEX

ORGANIZATION

STAFFING

TRAINING/ASSISTANCE

DESIGNATIONS

SERVICE UNIT TRIPS

MANUALS /HANDBOOKS/CIRCULARS, ETC.

SUPPLY BUDGET

FOLLOW UP ON OUTSTANDING PURCHASE ORDERS
RECEIVING REPORTS

STORES STOCK ISSUES

DOCUMENT FILES AND RECORDS

WAREHOUSES

SUPPLY REPORTS

INVENTORIES

REVIEW OF INVENTORY INVESTMENT

INVENTORY TURN-OVER RATE

INACTIVE STOCK ITEMS

VALUE OF OVERSTOCKED/INACTIVE SUPPLIES
STORES STOCK FILL RATE

STORES STOCK ISSUES VERSUS DIRECT ISSUES
REVIEW OF ANNUAL INVENTORIES

UTILIZATION OF REQUIREMENTS ANALYSIS REPORT

w >

r & m m o ©

< c 4 v O VWo =z =1 X ©“
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MANAGEMENT SERVICES (PART S) EXHIBIT 5-6.10A(40)

CHAPTER 0
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

A. ORGANIZATION

1. Is an organization chart available?
Comment :

2. Does the organization chart indicate any overlapping or duplicative
activities?
Comment :

3. Does the organization provide for employee advancement?
Comment :

4. Are there dead-end positions in the organization?
Comment:

5. What changes are recommended in the organization?
Comment :

B. STAFFING
1. List employees involved in the Supply Program.

Name Title/Series/Grade % of Time

Indian Health Manual TN 86. 4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(40)
CHAPTER b
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

2. Is the staffing adequate for the workload:

Comment :

3. Are employees trained to provide backup, i.e., if an employee is on
leave, can someone fill in?

Comment :

4. What changes in staffing, series or grades are recommended?

Comment :

C. TRAINING
1. Is the SSC staff adequately trained to perform their duties?

Comment :

Indian Heal th Manual TN 86. 4



MANAGEMENT SERVICES ) : EXHIBIT 5-6.10A(40)
‘ CHAPTER 6 . :
SUPPLY MMAGEMENT' - CENTRAL OPERATIONS

2 . What additional training is recommended?

Comment :

3. Are training sessions held for Service Unit Supply personnel on an
annual basis?

Comment :

D. DESIGNATIONS

1. Is there, in writing, designated Receiving Agents for the SSC?

Comment :

2. lIs there, in writing, a designated Quality Control/Assurance Officer?

Comment :

3. Is there, in writing, a designated Area Supply Committee Coordinator?

Comment:

4. Is there, in writing, a designated Custodial Officer(s) for Controlled
Substances?

Comment :

ThnAlan Health Mantal IN 0b.4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(40)

CHAPTER b
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

L

E. SERVICE UNIT TRIPS'

1. Are regular review trips scheduled to the service units?

Comment :

2. Are trips performed as scheduled?

Comment :

3. Are trip reports prepared by the traveler?

Comment :

4 . What follow-up is made on trip reports when they contain recommenda-
tions?

Comment :

5. Is higher authority advised of problems found in service units?

Comment :

6. Does higher authority support recommendations made in trip reports?

Comment :

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT  SERVI CES EXHI BI T 5-6. 10A(4U)
CHAPIER ©
SUPPLY MANAGENENT - CENTRAL OPERATI ONS

AREA REVI EWDOCUMENT FOR CENTRAL SUPPLY OPERATI ONS

| NDEX

A ORGAN ZATI ON
STAFFI NG
c.  TRAINI NG ASSI STANCE
DESI GNATI ONS
SERVICE UNITTRI PS
MANUALS/ HANDBOOKS/ Cl RCULARS,  ETC.
SUPPLY BUDGET
FOLLOW UP ON QUTSTANDI NG PURCHASE CORDERS
RECEI VING REPORTS
STORES STOCK | SSUES
DOCUMENT FI LES AND RECORDS
WAREHQUSES
SUPPLY REPCRTS
| NVENTORI ES
REVI EW OF | NVENTCRY | NVESTMENT
I NVENTCRY TURN-OVER  RATE
| NACTI VE STOCK | TEMS
VALUE OF OVERSTOCKED/ | NACTI VE SUPPLI ES
STORES STOCK FILL RATE
STORES STOCK | SSUES VERSUS DI RECT | SSUES
REVI EW OF ANNUAL | NVENTORI ES
UTI LI ZATI ON OF REQUI REMENTS ANALYSI S REPORT

[ndian Heal th Manual TN 86 4



MANAGEMENT  SERVI CES

EXHIBI T 5-6. 10A( 40)

CHAPTERD
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

AREA SUPPLY MANAGEMENT REVI EW. DOCUVENT
CENTRAL SUPPLY OPERATI ONS

AREA:

DATE OF REVIEW

REVI EW CONDUCTED BY:

Nae ntre
Nane TitlTe
AREA  CONTACTS:
Name Title
cJame e
Name Title
&dre htle
CLOSEQUT CONDUCTED W TH. DATE:
Name Title
Name e
Name e
Nane Title

I'ndran Heal th Manual

TN 86 .4



MANAGEMENT  SERVI CES EXH BI T 5-6.10A(40)
CHAPTER b
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

A CRGANI ZATI ON

1. Is an organization chart available?

Comment

2. Does the organization chart indicate any overlapping or duplicative
activities?

Coment

3. Does the organization provide for Enployee advancement?
Comment

4, Are there dead-end positions in the organization?

Comment

5. \Mhat changes are recommended in the organization?

Comrent
B.  STAFFING
1. List enployees involved in the Supply Program

Nane Titlel Series/ G ade % of Tinme

I'ndran Realth Manual -30-8 N 00. 4



MANAGEMENT  SERVI CES EXH BI T _5-6. 10A(40)

CHAPTER 6
SUPPLY MANAGEMEW - CENTRAL COPERATI ONS

2. Is the staffing adequate for the workload:

Comment

3. Are enployees trained to provide backup, i.e., if an enployee is on
| eave, can someone fill in?

Comment

4, \Wat changes in staffing, series or grades are recomended?

Coment

C. TRAIN NG

1. Is the SSC staff adequately trained to performtheir duties?

Coment

I'ndran Feal th Manual TN 86. 4



MANAGEMENT SERVI CES EXHI BI T 5-6. 10A(40)

CHAPTER
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

2, What additional training is recomended?
Comment

3. Are training sessions held for Service Unit Supply personnel on an
annual basi’s?

Comment

D.  DESI GNATI ONS

1. Is there, in witing, designated Receiving Agents for the SSC?
Comment

2. Is there, in witing, a designated Quality Control/Assurance Officer?
Comment

3. Is there, in witing, a designated Area Supply Committee Coordinator?
Comment

4, Is there, in witing, a designated Custodial Officer(s) for Controlled
Subst ances?

Comment

I'ndian Heal th Manual -30-8 TN ob .4



MANAGEMENT  SERVI CES EXHBIT 5-6. 10A(40)

CHAPTER ©
SUPPLY NMANAGEMENT - CENTRAL OPERATI ONS

E SERVICE UNT TRIPS

1. Are regular reviewtrips scheduled to the service units?

Comment

2. Are trips performed as schedul ed?
Comrent

3. Are trip reports prepared by the traveler?
Comment

4, ?mmf0$|OMFup s made on trip reports when they contain recomenda-
| ons’

Comment

5 |s higher authority advised of problens found in service units?
Comment

6. Does higher authority support recommendations made in trip reports?
Comment

I ndi an Heal th Manual (9- 30- 86) TN 86.4



MAMGEMENT  SERVI CES EXHIBIT 5-6, 10A(40)

- CHAPTER ©
SUPPLY MANAGEMEH ' - CENTRAL  CPERATI ONS

F . MANUALS/ HANDBOOKS/ Cl RCULARS, En=,

1. Are the FPMR, HHS-MW and |HS Supply Management Manual available and
are they kept current?

Comment

2. \Mhat type of SSC operating procedures have been devel oped?
Comment

3. Are SSC operating procedures kept current?
Comment :

4, Are there any conflicts in SSC procedures as conpared to the FPMR
MM | HS?

Comment

5 Are the policies and regulations outlined in the FPMR, MM IHSetc.,
being foll owed?

Coment

6. Are changes needed in the IHS Supply Management Manual ?
Coment

IMdian FAealth Vanual IN 80. 4



MANAGEMENT SERVI CES EXHI Bl T 5- 6. 10A(40)

CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

G SUPPLY BUDGET

1. Is an area supply budget devel oped?

Comment

2. \Mo devel ops the supply budget?

Comment

3. Wat is the supply budget based on?
Coment

4. Are ADP Supply Reports used to support supply budget needs?:
Coment

— —

5. What input does SSC personnel have in the devel opnent and changes to
supply ~ budget s?

Coment

6. Wat changes are recommended in the budget process?
Coment

I'ndran Real th Manual (Y- 9U-0b) TN 86.4



MANAGEMENT  SERVI CES EXH BI T 5-6. 10A(40)
CHAPTERO
SUPPLY NMANAGEMENT - CENTRAL OPERATI ONS
H FOLLOMLIP ON  QUTSTANDING PURCHASE CRDERS

1. Is routine followup mde on orders that are seven (7) days past the
schedul ed delivery date?

Comment

2. |I's Supply Report No. 72 used in the followup process?
Coment

3. Does the purchase order file contain a copy of the documented
fol [ ow-up ~ action?

Coment

|. RECEI VING REPCRTS

1. Are “Pending Purchase Orders” and “Conpleted Purchase Oders” filed
and maintained in accordance with prescribed procedures?

Coment :

2. Are itens checked in, placed into stock and receiving report conpleted
within 6 hours after receipt of the itenf

Comment

3 ﬁre {gens checked in and receipted for by the Designated Receiving
gent

Coment :

J. STORE STOCK | SSUES

1. Is there an established and utilized issue schedule for stores stock?

Comment

I'ndran Heal th Manual TN 86.4



MANAGEMENT SERVI CES EXH BI T 5-6. 10A(40)

, . CHAPTEK 0.
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

Are issue requests being properly conpleted?
Coment

Are proper controls maintained on issue requests?
Coment

|'s Form HRS-413, |ssue Request for Stores Stock Supplies, being used
to request unschedul ed issues and controlled itens?

Comment

Are issue requests and issue documents being properly reviewed and
processed?

Comment

Are there excessive UN SCHEDULED issues?
Comment

K. DOCUMENT FILES AND RECCRDS

1.

Are supply docunments being vouchered and processed within 4-6 hours
after receipt of supplies or stock issue?

Comment

Are grpperty vouchers filed and maintained in accordance wth
establ i shed™ procedures?

Coment :




MANAGEMENT- SERVI CES EXHI BI T 5-6. 10A( 40)

CHAPIER ©
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

3. Ae suPpIy, docunents reviewed for proper signature, accounting data,
correct quantity, price, etc., prior to being processed?

Coment

4, Are unrequired docunments being maintained?

Coment

5, Is there a smooth fl ON of docunents?

Comment

6. Are proper records and files being maintained on “Controlled Itenms"?

Coment :

7. Is the “Inventory Document File"” file being maintained in accordance
with published procedures?

Coment

a. Are proper files and records maintained on Qutdated Itens?
Conment

9. Are Proper files and records maintained on Deteriorated/ Damaged
suppl i es?

Coment

10. Are groper files and records maintained on Quality Control conplaints
and Supply Committee Meetings?

Coment

I ndian Health Manual (9-30- 80) TN 86. 4



MANAGEMEW SERVI CES EXHI BI T 5-6. 10A(40
CHAPTERO
SUPPLY | ENAGE&JQ -  CENTRAL  OPERATI ONS

11. Are proPer docunents being used for inventory adjustnents/transfers/
di sposal s?

Coment

12. AT€ proper approval s obtai ned on disposal and adj UStNent GOCUNENTS?

Comment

13. Are copies of adjustnent/transfer/disposal documents being provided to
Fi nance?

Comment :

L. WAREHQUSE
1. Is storeroomsecurity enforced in accordance with procedures?

Comment

2. |s security of “Controlled Items” in accordance with procedures?
Comment

3. Were any outdated/deteriorated/ damaged items found in stores stock?

Comment

4, Are good “Housekeeping Practices” enforced in the warehouse?
Coment :

5. Does any unsafe condition exist in the warehouse?
Comrent

Tdian Fealth- Nanual 9-30-8 N 56,2



MANAGEMENT  SERVI CES EXH BI T 5-6.10A(40)
SUPPLY MANACEMENT - CENTRAL OPERATI ONS

6. Does the warehouse layout and storage techniques provide for efficient
utilization of space?

| Conment :

7. €S _[NE STOTEroom need 10 De Te-war enoused [0 I NProve space
utilization? .

Comment

M SUPPLY REPCRTS

1. Are reports properly filed and maintained?
Comment

2. |s Report No. 10, Monthly Voucher Summary Report, checked against the
voucher register each month and appropriate corrective action taken on
differences found.

Coment

3. Is Report No. 11 Transaction Register, reviewed and appropriate
corrective action taken on errors found?

Coment

4, Is Report No. 12, Listing of Inactive Items, reviewed monthly and
action taken on those itens wthout issues in over 4 nonths?

Coment

5. |s Report No. 14, Due in Register, reviewed and updated monthly?
Coment .

-Indran Fealth Manual 9-30-86 1IN &b. 4



MANAGEMENT _SERVI CES EXH BI T 5-6. 10A(40)
CHAPTER 0
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

14. 1s proper distribution being made on the ADP Supply Reports?

Coment :

N. | NVENTORI ES
1. Is an annual inventory taken?

Coment :

2. Are annual inventories taken in accordance with published procedures?

Coment :

3. Are proper procedures used to reconcile inventories?

Comment

4, Is there proper inventory docunentation?
Conment

s. Wat changes should be made in the inventory procedures?
Comment

Indran Health Manual TN 86.4



MANAGEMENT SERVI CES (PART 5) EXH BI T 5- 6, 10A(40)
CHAPTER ©
SUPPLY MMVAGEMENT - CENTRAL OPERATI ONS

Comment :

4, ltems added/changed/ del eted in the _past months.
Area Masters Added

Area Masters Changed

Area Masters Del eted

Station Masters Added

Station Masters Changed
Station Masters Del eted

5. Is a catalog available to the users listing those items available from
stores stock?

Comment

Is the catalog kept current?

Conment :

Thdian Fealth Manual (9-30-86) TN 86,4



MANAGEMENT  SERVI CES — EXH BI T 5-6. 10A(40)
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS
0. REVIEWCOF I NVENTCRY | NVESTMENT

1. Inventory Data :

As of As of As O As O

Actual closing Inventory Value

Less Value of Items Wth No Issues In over 6 Months

Less Val ue of Over Stockage

Adj usted Cl osing Inventory Val ue

Percent Decrease

Actual Mnths Supply In Inventory

Adj usted Months Supply I'n Inventory

Mont hs Reduced

2. Wat action is taken to delete inactive items frominventory?

Comment

3. What steps are taken to add itens to inventory?




MANAGEMENT ~ SERVI CES EXH BI T 5-6. 104( 40)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

6.

1.

8.

10.

11.

12.

13.

Are error reports being properly corrected and re-processed?
Coment

ST S U | |
source, vendor, lead tine, projected usage?

Comment

Does. the staff need additional training on the use of the ADP Supply
Reports?

Comment :

Is there a need for additional ADP Supply Reports or changes to
present reports?

Coment

Are Suple summary type reports provided to and/or reviewed with
hi gher echel on each nonth?

Coment

Are manual supply reports being prepared? If so, type, purpose, and
source of data.

Coment

Are rePorts requested by higher echelon prepared accurately and
submtted on tine?

Comment

Is Report No. |3, Requirenments Analysis Report, being properly
utilized to order stores stock?

Comment :




MANAGEMENT SERVI CES (PART 5) EXHI Bl T 5-6, 10A{ 401

CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

P. ANNUAL | NVENTORY TURN- OVER RATE

The nunber of times the inventory turned over in the past 12 nonths.

1.

Rating Performance Standard No. 1:

3.5 - 12.0 Times = Substantially Exceeds
3.0 - 3.4 Times = Exceeds

2.5 - 2.9 Times = Meets

2.0 - 2.4 Times = Partially Meets

0.0 - 1.9 Tines = Fails to Meet

Cal cul ation

Aver age nnnthli inventory value for the past 12, months divided into
the total stock receipt value for the past 12 nonths.

Pur pose

To reduce funds ($$$) tied up in inventory at any one time, The
higher the turn-over rate, less funds ($$§S are tied up in-inventory;
to reduce overstocking of supplies; and to reduce space requirements.

Moni toring

Use actual calculation on a quarterly/sem-annual/annual basis; or
divide the nonths supply on hand in inventory as listed on Report No.
20 each month into 12 to arrive at a general turn-over rate

Turn-Over Rate

As of As of As of As of

Coment

I'naran Health Manual TN ¢b. 4



MANAGEMENT SERVI CES EXH BIT 5-6. 10A(40)

CHAFTER O
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

Q [INACTI VE STOCK | TEMS

Percent of the total stock items in inventory that have had no issues in
13 nmonths or |onger.

L.

Rating Performance Standard No. 2:

0.0 - 0.5 Percent = Substantially Exceeds
0.6 - 1.0 Percent = Exceeds

1.1 - 1.5 Percent = Meets

1.6 - 2.0 Percent = Partially Meets

2.1 - 100 Percent = Fails to Meet

Cal cul ati on:

Divide the total number of stock items in inventory into the nunber of
items with no issues in 13 nmonths or |onger.

Pur pose

‘Reduce investment |oss fromitenms becom ng outdated/ deteriorated/
unuseabl e/etc. inprove space utilization; and reduce personnel tine.

Moni t ori ng:

Review the fol lowing monthly supply reports:

Report No. 12 - Station Listing of Inactive Stores Stock Itens -

Detail Listing; Report No. 19 - Station Mnthly Supply Sunmary Data by
General Ledger Account; and Report No. 23 - Listing of Potential
Unrequired Supply - Itens identified with a asterick.

| nactive Itens:

As of As of As of As of

No. Items in Inventory

No. Items with no I|ssues
in. 13 Plus Months

7-12 Months

Percent with no Issues

Comment

[ndian Health Manual (9-30-80) TN 86. 4



MANAGEMVENT _SERVI CES EXHBIT 5-6.10A(40)

CHAPTER b
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

R VALUE OF OVERSTOCKED | NACTI VE SUPPLIES

Percent of the inventory value that is overstocked and inactive.

1

Rating Performance Standard No. 10:
0.0 - 1.5 Percent

Substantially Exceeds

1.6 - 3.0 Percent = Exceeds

3.1 - 4 .5 Percent = Meets

4.6 - 6 .0 Percent = Partially Meets
6.1 - 100 Percent = Fails to Meet
Cal cul ation:

Vdueof itenms with no issues in 13 nonths or |onger and, the excessive
value of items on hand that exceed 15-16 months supply (12 months plus
review point nonths).

Pur pose:

Reduce inventory investment - $$$; reduce inventory loss fromitens
becom ng outdated/ deteriorated/ outnmoted/ unuseabl e/etc.; reduce space
requirenents; inprove investnent turn-over rate; and reduce nmonths
supply on hand.

Moni tori ng:

Revi %W Report No. 23, Listing of Potential Unrequired Supplies; each
mont h,

G her reports that can be utilized:
Report No. 11 - Monthly Stores Stock Transaction Register; Report

No. 12 - Listing of Inactive Items; Report No. 39 - Inv_entor%
Anal ysis Detail Listing; and Report No. 38 - Re-\rehousing, Report.

Val ue of QOverstocked/Inactive Supplies:

As of As of As of As of

Inventory Vaue

Vaue of Overstocked/
I nactive

% Overstocked/ I nactive

Comment

I'ndian Health Manual TN 86. 4



MANAGEMENT  SERVI CES —_— EXH BI T 5-6: 10A(40)
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

S.. STORES STQCK. FILL RATE

Percent of the Iine'iterns-requested fromstores stock where the total
quantity requested was issued.

1. Rating Performance Standard No. 3:

98 - 100 Percent
96- 97 Percent
94 - 95 Percent
92 - 93 Percent
0 - 91 Percent

Substantial |y Exceeds
Exceeds

Meet s

Partially weets
Fails to Meet

2. Calculation: Total line itens requested from stores stock divided
Qg tne total line items that were 100% filled.

3 Purpose  To inprove supply support provided to the direct user.
4. Mnitoring: Review the following monthly reports.
Report No. 11 - Station Mnthly Transaction Register; Report No.
19 - Station I\/bnthIKbSuggly SurmarK/DData bg Ceneral Ledger
. 20. - Area Mnthly Su

Account ; and Report ly Summary Data b
Ceneral - Ledger pAccount. PPLY y y

S. Stores Stock Fill Rate:

As of As of As of As of

Nunber Line Itens
Request ed/ Processéd

Percent Total outs

Percent Partial Filled
Percent 100% Filled

Comment

Indian Health Manual (Y- 30-0b) TN 86. 4



MANAGEMENT  SERVI CES EXH BI T 5-6. 10A(40)

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

T. STORES stock | SSUES VERSUS DI RECT | SSUES

Percent of the total issue value (stock and direct) that should be issued
from stores stock by category for sub-sub,activity 01

1. Rating Percentages: Performance Standards 4-9:

Subst at . Part. R a i

Exceeds Exceeds Meets  Meets M
Drugs 86- 100 81-85 76-80  71-7s .0-70
Medi cal 70-100 65-69 60-64  55-59 0-54
Subsi st ence, 31- 100 26-30 21-2s  16-20 0-15
Laborat ory 31-100 26-30 21-2s  16-20 0-15
O ficel Admn. | 36- 100 31-3s 26-30  21-2s - 0-20
O her (Excl. Fuel) 50- 100 45-49 40-44  35-39 0-34

2. Stores_Stock Percentages:

As O As OF As O As O

DRUGS (Excl udes Bl ood)
MEDI CAL

SUBSI STENCE
LABORATCORY

OFFI CE/ ADM NI STRATI VE
orHER ( EXCLUDES FUEL)
TOTAL

3. Calculation:

Divide the total issue value, stock and direct, into the stores stock
issue value. Year-to-date totals are used.

4. Purpose:

To provide better suppl)(I support services to the usin?_a_ctivities; to

reduce manual records that are mintained by using activities; to

reduce storage space requirements at the point of 'use; to reduce the

number of [p.urchase orders issued; and to inprove inventory control and
|

accountability by placing recurring use itens into the inventory
control system

I'ndran Heal th Manual (Y- 3U-0b) TN 86. 4



MANAGEMENT SERVI CES EXHBIT 5-6.10A(40)

CHAPTER 0
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5. Monitoring:

Conpare the stock issue values to the direct issue values as listed on
the following reports.

Report Nd. 16 - Station Mnthly Sub- Sub-Activity Report and Report No.
17 - Area Mnthly Sub-Sub-Activity Report.

6. Conments:

Indiran Health Manual (9-30-80)

TN 86 .4



MANAGENMENT _ SERVI CES EXHI BI T 5-6. 10A( 40)

CHAPTERG
SUPPLY MANGEMENT - CENTRAL OPERATI ONS

U REVIEW OF ANNUAL | NVENTOR ES

Percent of the stores stock [ine, itens that had overages or storages on
the annual inventories.

1. Rating Performance Standard No. 12:

0.0 - 0.5 Percent = Substantially Exceeds

0.6 - 1.0 Percent = Exceeds

1.1 - 1.S Percent = Meets

1.6 - 2 .0Percent = Partially Meets

2.1 - 100 Percent = Fails to Meet

2. Calculation: Divide the number |ine itens received/issued in the past
TZmonths into the nunber of line items that had overages/shortages on
the annual inventory.

3. PurFose To maintain the accountable inventory records in an accurate
status at all times. This will assist in reducing stock outages and
reduce procurement of itens prior to actual need.

4. . Mnitoring .Review annual inventories and review monthly reports to
ensure t at errors are corrected and re-submtted; mssing documents
are accounted for and processed.

-

5. Review of Inventories

As of As of As Of As of

Number  Requi red/ Conpl et ed

No. Line Items in Inventory

No. LI Received/|ssued

No. LI W Qverages/ Shortages

% wth Overages/ Shortages

Val ue of Overages

Val ue of Shortages

Comrent s:

I ndi an Heal th Manual (9-30-86) TN 86.4




MANAGEMENT SERVI CES EXH BI T 5-6. 10A(40)

CHAPTER 0
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

V. UTILIZATI ON OF REQUI REMENTS ANALYSI S REPORT

Percent of the items listed on the Requirenents Analysis Report’that have
appeared 3 or nore consecutive months. (Does not include itemwth EQQ
months of 1.0 or 1.5).

1. Rating Performance Standard No. 10:

O- 3 percent = Substantially Exceeds

4 - 6 percent = Exceeds

[ - 9 percent = Meets

10 - 12 percent = Partially Meets
13 - 100 percent = Fails to Meet

2. Calculation:

Year-To-Date Totals: Divide the total nunmber itens appearing on the
report into the nunber that is excessive.

3. Purpose

To reduce the inventoryinvestnent. Yet, to have the supplies on hand
in the quantities required to meetexpected demand; and to use the

Etconl?mc Oder Quantity (EQQ Principle in replenishment of stores
stock.

4. Monitoring:
Review nonthly Requirenments Analysis Reports.
5. Review of Items on Requirenents Analysis Report
As of As of As of As of

Number | tems on Report

Nunber Excessive Tines

Percent Excessive

Coment s:

Indiran mealth Manual (0-3U-80) TN 86. 4




MANAGEMENT SERVICES ) - EXHIBIT 5-6. 10A(41)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS
' INVENTORY ADJUSTMENT

1. PROPERTY ACCOUNT ° ‘ _ - | 3. VOUCHER NUMBER

125.3 - Supply Service Center 86-04-0113
2. ACCOUNTABLE OFFICER % DATE

Steven K. Halstead _ D 4-13-86
6. , OVERAGE SHORTAGE
LINE | FSCOR : : uNIT ’
wem |stock no. DESCRIPTION OR NOMENCLATURE lUNlT COST [qumm] ToTAL 00T |GUAN.] TOTAL com

1. {6861.6| Juice, Tomato, 46-02 CN | 1.50 2 3.00

"I dertify|the above listed items welre destroy¢d by (state method)."

Signature, title, date
"I have witnessed the compléte destructiopn of the item(s) listed
abgve and|in the manner stated."

’
Witness (date)

Witness _ [(datd)

TOTAL ....

6. REMARKS:

The two cans of juice are rusted and dented. This damage was not noted
until case was opened. Items were received from VA on 1-3-86. Request
approval to dispose of items by destruction.

Preparing Official : 2 Inv. Mgmt U Spec =

{Signature) {Date)

7. ACTION OF APPROVING AUTHORITY : The line items deleted are to be listed on a Report-wf-Survey. The remaining line items are appmved
Sor adjustment. (Sce Exhibit X-31A Instructions) .

Approving Official Area Executive Officer

(Signature) (Titl.:) {Date)




ANAGEMENT SERVICES (PART 5) ,
TR CHAPTER 6

EXHIBIT 5-6.10A{42)
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

(T /ﬁ DEPARTMENT OF HEALTH tk HUMAN SERVICES Health Services Administration

J PURLI C HEAl TH SERVI CES office of the Administrator
M Memorandum
. @Y
v . \‘ ;'l :
Date ‘N
From
Director
Office of Property.Management
Subject
Disposal of Outdated/Deteriorated Expendable Stock Items
TO’

See Below

Drugs, biologicals, reagents, and other expendable stock items which
are determned to be unsafe because of expiration of-dat|ng or deterior-
eation and which have no scrap or salvage value and cannot De returned
to the supplier for credit are to be destroyed by the holding activity.
Wthin the ‘following limts, the “officer-in-charge of the property
accountabl e area, ‘his deputy or executive assistant” (except wnen
serving as the property management or accountable officer) may exer-
cise authority to approve disposal determinations. Final review
authority for destructions in excess of values listed is reserved
to the Director, Ofice of Property Management, HSA and nust be
acconpl i shed prior to physical destruction

Control I ed Substances, any accumulation of controlled,
substances having a total acquisition cost of |ess than

$500 whi ch-neet the above criteria my be approved for
destruction. [

Drugs, Biologicals, and Reagents, accunul ations including
open or broken confainers of these items meeting above
criteria may be approved for destruction when acquisition
cost was |ess than $500 per manufacturer’s lot or batch
nunber and does not exceed $1000 per line item

O her Expendable Stock Items, accunulations of these itens
Meeting above Criterra may be apﬂroved for destruction
when acquisition, cost was less than $1000 per line item

Destruction, including controlled substances, shall be total and in
such a manner as to preclude the utilization of any portion thereof.
The destruction shall be in accordance with Federal, State, and |oca
air and water pollution control standards. For controlled substances,
conpliance with Drug Enforcement Admnistration (DEA) regul ations

is -also required. Destruction shall be performed by an enpl oyee of
the holding activity and shall be acconplished in the presence of

two other enployeeS as witnesses to the destruction, unless in the

the case of controlled substances the Regional Director of DEA
directs otherw se

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES (PART S) . EXHIBIT 5-6,10A(42) cop';
' CHAPTER 6 . '

SUPPLY MANAGEMENT, - CENTRAL COPERATI ONS

Page 2 - See Below

Records shall show that destruction was accomplished; the method, date,
item (s) and quantity destroyed shall also be documented by the employee
charged with the responsibility for that destruction. The two witnesses
must sign the following statement which is to appear on the certification
below the signature of the certifying employee:

I have witnessed the destruction of the (controlled
substances) (drugs, biologicals, and r eagent s ot her
than controlled substances) or (other expendable stock
items) described in the forﬁg0|ng_cert|f|cat|on in the
manner and on the date stated herein:

Winess ( Late)

Witness ( Date)

Documentation of determinations, approvals, destruction certifi-

cations, and inventory record adjustment shall be accomplished on
or made a part of Form.HEW-365, Inventory Adjustment. The HEW-365
should also contain a certification that the item(s) could not be
returned to the supplier for credit.

A separate record shall be maintained of all destructions accomplished
under this authority. A report of dollar value destroyed, by cat egory
shall be furnished to the Office of Property Management semi-annually
and is due April 20 and October 20 each year.

/ affyt . Kn%“(é‘""

son
Addressees:

Executive Officer, BMS

Executive Officer, IHS

Associ at e Deputy Director, IHS
Chief, General Services Branch, IHS

i NDI AN health Manual ( 9' 30' 86) ' TN 864




ANAGEMENT SERVICES.

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

INDIAN HEALTH SERVICE - STORES STOCK INVENTORY SCHEDULE AND STATUS REPORT FY-—

ountable Area: Accountable Officer: Signature: Date:

Inventory on Record

Date - Inventory Tnventory
Date Date Physical Prior to Adjustments Overages Shortages
Custodial Inventory Inventory | Inventory _
Location Scheduled Re-Sched | Completed JLine Items value Line |tems Value Line Items Value

ndian Health Manual (9-30-86) TN 86.4



MANAGEMENT ,SERVICES (PART 5) EXHIBIT 5-6.10A(44)
CHAPITER ©
SUPPLY MANAGEMEXT - CENTRAL. OPERATIONS

DEPARTMENT/CUPBOARD .STOCK SUPPLY REVIEW DOCUMENT

SERVICE .UNIT: DEPARTMENT: DATE:
P& S OFFICER: DEPT CONTACT:
1. Are there any outdated items in cupboard stock? Yes No

If yes, list items and planned disposition.

ltem(s) Planned Disposition

2. Ar ethere any unusable/unneeded items in cupboard stock? Yes No

If yes, list items and planned disposition.

Item(s) Planned Disposition
3. Are there any overstocked items in cupboard stock?  Yes No

If yes, list items and planned disposition.

Item(s) Planned Disposition
4. Are there any quality control complaints? Yes No

If yes, complete Quality Complaint/Improvement Report Form, Exhibit
5-6.10A(57), for each item and attach completed form(s) to this review
document;  Number items

Indian Health Manual (9-30-86) TN 86.4




MANAGEMENI' SERVICES (PART 5)

EXHIBIT 5-6.10A(44)
CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5. Are any items identified that, should be added to Supply Service,Center
Stock Inventory? Yes No

If. yes; complete Request for New Item Form, Exhibit 5-6.10A(34), for each.
item and attach completed form(s) to this review document. Number
items

6. Do cupboard stock bin labels need to be replaced/updated? Yes .

No -
If yes, when is the scheduled completion date?

7..Do any user levels need to be revised in the Issue Rook? Yes _

No -
If yes, when is the scheduled completion date?

8. Percent of the line items requested from the Area Supply Service Center
that were requested off schedule, % Rating:

If r_at.i?ng is below “Meets Standard” what action is planned to improve
rating”

9. Stock Issue Value; Direct Issue Value

10. Does the department supervisor have any comments/suggestions/recommenda-

tions as to improvements that could be made in the supply support being
received? Yes No

If yes, list:

Signature P & S Officer

Signature Dept. Supv.
DISTRIBUI'ION

Original with attachments: TO - Area Supply Management Officer _
Copy with attachments: To - SUD, AO, Department Supervisor, and Supply File

Indian Health Manual

=30-8 TN 86.4



MANAGEMENT SERVICES EXHIBIT5-6:10A(45)

CHAPTER 6
SUPPLY MANGEMENT - CENTRAL OPERATI ONS

BATCH CONTROL SHEET FOR SUPPLY TRANSACTIONS

1. DATE.

2. TYPE OF TRANSACTIONS:

3. TRANSACTION CODE:

4. AREA CODE:

5. STATION CODE:

6. NUMBER OF RECORDS TO BE ENTERED:

7. OPERATOR:

8. DATE COMPLETED:

9. DO RECORD COUNTS AGREE? YES: NO:

NOTE: IF THE RECORD COUNTS DO NOT' AGREE - VERIFY THE COUNT ENTERED IN ITEM 6. IF NECESSARY, USE “RECORD RECALL"
TO VERIFY ITEMS ENTERED AGAINST EACH DOCUMENT ITEM.
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